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PKEFACE 



The Youth Training in the Private . Setter Model was- developed by the Ceftter 
for Urban Programs (CUP) during two years of monitoring the implementation 
of Ehel^Vocational Exploration in the Private Sect'or (VEPS.) Program. VEPS, - 
an experimental NYC program, placed eligible youth in work/ training positions 
in the private sector and paid a poi^tion of their wages. The portion jof wages 

paid by NYC compensated the private sector employers for their extraordinary. 

costs (such as increased supervision and training) in working' with low-income 
high school youth, many with academic and family, ^pr^lems . 

Tlie recommendations and' implementation suggestions\^n the model presented 
,in- Section Two Were based upon material in (Department of Labtij: Field Memorandum - 



No^ 25^-73 (August 24, 1973). The matferll^l in FM 255-73 was to\iave been 
published in the Federal Register. However, because. Gongressy^as consider- 
ing' new manpower legislation, inserting the material in the Federal Register 
to permit continued operation of VEPS was deferred pending Congressional action. 
With the passage of the Comprehensive*' Employment and Training Act (CETA) , the 
guidelines and^ recommendations in FM 2$'5-73 were not published in thfe F^^eral 
Register. ' ' ' ^ 

' It' / ' ^ 'x^ - 

The Model is structured for a wprit experience program, but can b'e^ adapted 
for use in on-the-job training prograips. Under CETA regulations "direct sub- 
sidization of wages fot participants employed .by private employ,ers organized foi 
profit is not an allowable Expenditure" [§ 95.33d (2) (ii)] in on-the-job tcain- 
•ing programs. 

• o ^ r ^ ^ ' ' ' ' 

Prime sponsors may provide payinents or other inducements to public 
" or private employers for the bonafide training and related costs of 
enrolling individuals in the program; provided that .payments to 
employers organized for profit are only made for the costs of re- 
cruiting, trainla^ and supportive services which are over and above 
those normally provided by the employer^" ^.[§ 95.33d (2) (ii) ] . 



A VEPS type program could be operated under CETA as an on-the-job train- 
ing program. Employers would pay the entire amount- of enrollee wages, and 
sponsors would compensate employers for costs over and above their normal 
training costs. Components used in VEPS, such as counseling and "career ex- 
ploration, could be retained in the on-the-job training program. 

The difference between on-the-job training activities and work e:^{)erience 



detailed in the CETA regulations is as follows: . ^ 

' ' H 

"On-the-job training (OJT) refers to training conducted in a work 
environment designed to enable individuals to learn a bonafide 
skill and/or qualify for a particular occupation through <}emon- 
^-stration and practice." [i 95,33d (2) (i)]. • . ' 

"Work ejcp^rience activities for youtU include part-time work, 
for students attending school*, short-terra employment for stu- 
dents during summer^ short-t^rm employment for out-of -school 
youth adjusting to a work setting and in transition from, 
school to' a job setting; short-term employment for recent 
graduates; and short-term or part-time employment fgr "^hose 
youth who have no definite occupational goal and for'^whom 
no training or job opportunity immediately exists." 95.33d 

(4) (ii)]. . : ^ 

Therefore^, while "work experience in the private for profit sector is 
prohibited" .[§ 95.33d (4) (v) ] , the VEPS program concept can be modified for 
use as an on-the-j[ob training program. t v ^ 



^ 
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* INTRODUCTION 

t 

The Manpowet Administration, U'.S. Department of Labor, experimented 
for two years in t^e 'development and demonstration of a vocational explor- 
ation program. for In-school Neighborhood Youth Corps enrollees at private 
sector worksites. The Vocational Exploration in the Private Sector (VEPS) 
program provided for the selection of probable high school dropouts their 
placement in the private sector ovei; a.sufamer an4 subsequent school year, 
wage cost sharing between' NYC an'd the private sector, and the provision 
"of intensive and coordinated counseling, orientation to the world of work, 
career exploration, on the i^b training, and work experience. 

The Center for Urban Programs (CUP) at Saint Louis University 'was 

under Contract to ^the U.S. Department of Labor (Contract No. 82-29-71-34) 

to monitor-analy z^first year (VEPS)-I) operations, prepare recommended 

guidelines for a second program ^(ear (VEPS-II) , and develop a model imple- 

mentation manual. Those obligations have been fulfilled and a final report 

including analysis qf impact, has been prepared. CUP has^ reviewed the i 

second year of VEPS under (Grant No. 42-29-72-07')^'to:''- / 

(1) Compare and document alternative approaches for establishing 
and operating^; the program components of VEPS-II. 

. (2) Provide periodic feedback to the Department of Labor regarding 
program operations and problems of VftPS-II. 

4 > ^ ^ f ^ ' * 

(3) Assess the impact' of V]^S on^ participating youfh and agencies, 
including follow^p on first year enrollees' as the'^ graduate 
and enteir th6 wo^ force • , j. ^ 

\^ , , ^ \ 

(4) Analyze the broad first and second year VEPS experiences to 
assess whether raere. are outcomes which might stipport con- 
,tinuing VEPS as a rpermanentv program under NYC administration. 

(5) Develop a program model for use in implementing guidfelines 
formulated for "any cbntinuatlon. of VEPS. 



Twenty cities conducted VEPS programs djuring the two years CUP has * 
monitored the project. Eleven cities conducting the second year program^ 
were selected for intensive study. Some 800 youth participated in £he 
second year of VEPS. The 'current research findings are;^based ^n data 
*from enrollees' records, and interviews with private sectpr employers 
and st^ff at the Ibcal NYC offices. * . 

Periodic reports were submitted to the Office of Research and Develop- 
ment's Division of Experimental Operations Research in, the Manpower 
Adm-inistration. A Final Report and Assessment af the\ first program year 
was completed in February, 1973. An assessment report containing rec- 
ommended guidelines for continuing the VEPS concept was submitted in» . 
Way, 1973. . ' > . 

• ' ^ ■ * \ ' ' ' 

Section On^ of this report contains a description of the -two years 

' • * J ' ' ^ 

of VEPS program operation and a discussion of CUP's preliminary findings. 
Section Two presents recommendations and implementation suggestions for 
continuing youth' placement in the .private sector. The model uses guide- 
lines contained in U.S. Department of Labor Field Memorandum No. 255-73 

f , . . ■ 

(August 24, 1973) which were never published in the Federal Register. The 

>. • . ^ 

highligh'ts -of the changes from the VE?S experimental program are also 

included. Four appendices are included: a sample orientatipn program, a 

sample vocational exploration pro§ran{, a selection of sample forms used in 

VEPS programs, and a bibliography of vocational exploration resource materials 

» 
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SECTION ONE, EXPERIENCE WITH THE*- VOCATIONAL EXPLORATION 
. * ' ' . ' " ' 

IN THE 'private SECTOR PROGRAM ' ? ' 



^ The recommendations for NYC en^ollee placement ;in the private sectoi" 
presented in U.S. Department of Labor Field Memorandum' No .'^^55773 (Auguat 24, 
1973) reprelent the third stage In the evolution of« the Vp^cational* Explora- ' 
tion in the Private Sector (VEPS^ Program, an experimental work experience 
pTogram. VEPS programs operated in over twenty cities during the two yearV 

' ' ' ! * • • 

it was- conducted.' Departai^nt of :Labor Field JJ^orandum No. 183-71 ^(May 14, 
1971) contained the guidelines for. the first year of oDeration. and idept:{.fied 

n \ '''^^^^ . 7 K ' ' 

the cities which could participate. The .guidelines s^cifi^d.ln detail each 
agency's role (Neighborhood Youth Corps, local school system, [and the National 
, Alliancp of Businessmen); various procedures such as training Station rota- ^ ' 



tion 'and payroll were detailed and comp^lex. . ; ^ 1 

* The first ^year guidelines were modified for th)^ secpnd year of opera- 



tion in 'pOL Field IJemorandum No. 195-72 (May 12; 197'2) . ^ The^ selection of 



additional VEPS cities was left to"^ the Regional M^power 'Admiixistrators* . 

V- '4 ; ^ ^ ^, - • ^ 

While retaining a detailecf format includit^ pf b^gg^j^res fal implementing 
some components, the s4c6nd year guidelines grei^tly simplified the more 
complex el^ents of the^first year program. . Paylroll proced)ires arid: ^ra^lvi'-f 
ing stations rotation were among the elements, made more flexible. 

This section of the , model for implementing.you^h training dn the privatev 
sector provides background information on -the de'kign .and modification bf 
the yEPS program.^ It is hoped this material will ampli:^ the r$comii^endatidns 
an^ suggestions for implementation "contained in^ Section Two. ^e prq^dures 
contained in that section wi^re based .on Field Memorandum, No. ^55-73 (AXigust 24, 
1973) which was never printed in the Federal'- Register . yt ' , 



\ | VEPS Program Objectives • '\ . ' > > * 

^ The program objective^ of VEPS were comparable ^ to thos'fe of the regular 
NYa inrschppi\program. Briefly stated, fthw^ objectives are: 

(1) ' To provide youth with the Incentive to remain in school and earn 
a high school diploma' ~r_T&. VEPS project. was initially d^sigrpd for prob- 
able Mgh school jiropouts. The incentive ' tP- reniain .in scfiabl was to be 
'provided Ipr irvtensiye counseling, remediation, and wo.rk experience' comgoti- . 
ents. ^ ^ * . / * 

/ ' (2) To facilitate a smooth^ transition upon higji school 'gradua^on 
into ^e fulL~tlme,work *force — Utilizing private s^^c^^r^ork 
three separate work experiences, coupled with career exi^loration^Jfthe VEPS 
-program sought to provide* a. broader and more trailsf arable NYC woi^c experi^ 
. ence by using private rather than piib lie sector w^rk sites; Voca^:ional 
educator^ have long complained that the initiation of students to the world 
qf work 'is begun very lat6 in the student's life^ since career planning 
often occurs immediately prior to high school gradxiatioh/ Youth who are 
probable dropouts need an incentive to^remain in school and prepare for 
a career. Without such preparation the yEPS, target group- would enlarge^ ^ 
the young Unemployed labor pool whose interest, aptitude, and potential 
f^ave neyer-vbeen , adequately utilized. The \iaEPS work training experience 
'could ppssibly provide. the incentive to remain in 'gchool for the target 

group, offering the opportunity to selecl: and prepare for a career in an 

* . 

area ot personal interest and contact .'""r ^ 4K - . * 

(3) To provide youth with part-tim^ employment in school — A major./ 
objective of VfiPS was for employers to continue employing enroliees on a 
part-^ime basis during^ the enroliees' high school career. Upon graduation. 



it was hoped that- the enroilee would be employe^ by »the participating 
company as a regular full-tiifie empldyee or by another employer c seel^Lng 
labor skills possessed by the enrollee. 

. Description of the First Year. Experimental VEPS Pr ogran ^ ' • 
• •"'As described in Field- Memorandum No. 183-71r^the VEPS-I program, was ^ ' 
designed- for Neighborhood Youth Corps in-school youth as a year-round 
pilot-effort in selected cities.* Developed by the Department of Labor 
and the national Alliance of Businessmen (NAB), joined by the Office of 

• ' * . • 

Edilcatfo^^of the Department of Health, Education and Welfare, the program 
provfd^ed care^t^ exploration and training opportunities that, it was hoped, 
would s^result injreduction of high school dropouts and the flow of untrained, 

unskilled youth into t^ieTi^bg^^Y^et . Primal^ emphasis was to be given * 

^ • V ' ^.^-^ ^ • < 

to the development of training and care|;'r/-toplo;:ation opportunities that 

would provide enrollees with the widest posslfele^exposure. to the world of. 

work. Trainin-g assignments were to be related' directly -?t©.±h.e interesjts 

and capabilities of enrollees* in concert with their educational goal^.' /^'"^ 

. ^ * ■ ^ / • ^ 

The 'major components of VEPS were as follows:', y ' y/ . - ^ 

/ (1) Counseling and Remediation . This component was to , prdvid^ eri-' /"^ ' 

rollees with the motivation andn>:asic educational skills ne^^de^ to'-f,unction . 

* • . / y V . . • . V; ' 

effectively in a work environment 

* ' o 

^(2") Orientation . This'hOTxponent 
basic grasp of demands of the world 



■'4- 

_ s * 



t/was to .^rpvi^fe^^^ir^^^^ 
of v/prk, an aw^rSnfetesT 5^ the/partici^'^<ru\^^^^ 



^Originally, fourteen cities were targeted for VEPS program^, but 
four sites^ were unable" to start programs. Two cities — Columbus, Georglr^v. ir^^l'^-S^^ 
and Portland, Oregon—terminated VEPS after the summer pHaseT' The remain^, '"^^^'^^- '^y 
*ing .program cities afe:^ Columbus, Ohio;>linti Michigan; Fort Worth, * J" 
Texas; Lawrence and Haverhill, Massachusetts; Norfolk, Virginia; Pittsburgh, //^'/,:n-V; 
Pennsylvania; Salt Lake City; Utah; and San Bernardino, California. . '^{J^>^^ 



1 A '--^fcii^i 



pating' company's bqsiiiess, an acquaintance i^ith company facilities, a 
revX&^r of 'industry safety 'programs ^nd proce<iures, and an explication of 
the enrollee's primal ^b^'ectiyes whd.J.e in the program and the company's 

*' ' ' • i'v ^" < . -'^ r 

"interes,t in the prograny^' . , ^ / ' 

, / '(3) Career' Explcf^ttioo * This component was to provide enrollees » 
wlt]i opportuniti'^s/to l/ecome familiar ,.\^th the panorama of,' jobs in the 
; world of worl^( to .dbsierv^ others in a, work environment , ' tQ/discuss with 

permanent ^mploy^es ; the Jf.raining and education needed fqr job^ success, to . 
•J. : ' \ - ; v-N ' . y ' ' ' • T. • ' ^ ' 

\, understand the' rewards- ^arisfn^ *from employment, and toM^am of ..the possi- 

. ' . y ' ' ' ' ■ ' ' . . 

bilities of upwardVmdbilfty.'iii a given skill. ^ ' 

— (4) ' . Non-Productive -On-me^Job' Training . This comp.on^iit i^ivolved , ' 
V cl^o^e. slipei^ision of youth «m:ol}ees as -they developed basic jk) skir;]^ 

\and fhe app;Licatlon- of those learned skills in^he actual; work environ-^^ 

- ^ -.inent,. This component was^ .entirely non-productive, on-the-job training. 



f^. ^ \ V;.(% Productive Worlc Experience > ^^TMs program, compo^tfent provided 
J ^ ;,a.ctuai wbrk^.^experience d'n production of marketable . goods and services-. 
' ' . V :The fo^jy^ar VEPS prbgram had three segments .(summer, first: school ^ 
y ' , semester, and secb^<^ school semester). At the start' of each 4^8roent,^ the 
/f /. ; .%nro3,lee was t(& move Jto\^ new worlc^tat-ion with either his- presentsemployer . 
* . / ^• -br .'another. At the conclusion of the ^program each enrollee- waff to h^ve-^.^^ 



\ rTha.d; three separate VEPSrWoirk exp^eriences. " ' 



\ • , ^Youth participants'* In therVEPS program were to ^^e^recrirLtied by NYC 



il- spdnSg6:s; potential enroillees were ^b be. in-*schoal youth' at least^6 years 
\ '^t*^/'6f age who wefe''ecori6mi<>ally disadvantaged as defined by ^NYC guidelines; 
d I'paiidldates w^re t^o be referred, to the>^ appropriate high school counselors 
----^£orJilertif ication .^^^ students would b.e 11th graders in September, 

\y^\i^Vl?7\and,that^'^the^^^^^ >5 



* tee cotiWeiors assigned to the program were funded by the Office of 

Education. o^ftEW. Colyaselofs were to be selected for thedr interest in 

aiding the ^i^dvantaged rather than for their credentials, except where 

' sta^e jegul^^^ons or union agreements required fully credentialed counselors, 

Th'ejPwere to;^evofce fulj. time to the enrollee's remediation, counseling, 

and career egxloration needs and in teres ts, A counselof^^enrollee ratio 

of 'l;20 was ^^be. maintained wherever possible. Counselors would contact 

^and ohsetve ^hrollees at their private sector worksites and at their 

schools (during the school year), and would assis-t NYC sponsors and com- 

panies in dey,eloping and operating several' prggram components. 

Worksites for enrollees were to be identified and selected by NAB 

metro offices; criteria for participating private sector companies included 

a demonstrated interest in training and employing in-school youth, and a. 

capability of effectively training new personnel. The program was to be 

designed so as to provide each enrollee three separate and distinct work 

experiences either within the same company or^- in different companies over 

* , ^ • " 

the course of one year. As conditions for participating in the program, 

a company was to agree to the following; 

(1) provide, at its owd cost, necessary staff, space, equipment, 
supplies and access to the principal worksites; 

(2) make these resources available to enrollees and high school . 
^counselors; and , . ' , 

'(3) pay approximately 40% of enrollee salaries. - 
Additional responsibilities of private sector companies' outlined in 
!the program .guideli^lll^iilcludedr (a) identification of training and employ- 
ment positi^^,; (b) development of orientation and career exploration 
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. curricula with local NYC and school officials; (c) allocation of supervisory 

t ' ' * ' V ' ' 

\ personnel to training and working with enrolleesr (d) development of pro- 

I c&^ures governing payrolls dioring training periods where the employei;. bears 

'? r ■ . ' 

^ the full costFof the enrollee's salary; (e) designation of a company coor- 
dinator to assist the NYC sponsor and high school counselor in developing 
program currlculums and schedules. 

In adSition to the recruitment and referral function, NYC sponsors 
were responsible for program administration, including record keeping, ' 
paying NYC wages to enrollees, maintaining liaison with company^ coordinators 
and high school counselors, working with the metro NAB youth coordinator tor, 
provide for joint monitoring, and establishing a program review committee. 
Assessment of the First Year VEPS Program " 

CUP teams monitored seven fcirst year cities. Quantifiable data were 
collected from enrollee .forms. and other records. Observation and opinic^n 
data were gathered by CUP field teams during interviews with program spon- 
"sors, other Agencies ^nd participating companies. 

The expieriences of the seven intensively studied pfograms varied, but 
were sufficiently similar to isolate trends in .the.'/ollowing six areas.* 

1. Reduction in School Dropout Ratres * Aim<^t' two-thirds (63.1%) of 
the 431 enrollees completed the year ^ long progran. VEPS enrollees who 
dropped out of school during the year totaled 9.7% of all enrollees. While 
accurate dropout statistics are not available for comparable age groups, . 
it appears that the VEPS dropout rate compares favorably with available 
reports for similar ages* Given the VEPS target population - sixteeti year 

■ • ' * ... ■ 

*For a detailed presentation of these dafe^r see Center for Urban P'ro- 
grams. Vocational Exploration in the j^rivate Stector; Final Report and 
Assessments 1971-72 , (February ,M973) . . v , 




old probab le dropouts wt^o were economically disadvantaged - the VEPS drop- 

» ■ 

out rate, can only be viewed positively. 

■ ^ " . • 

2. Improved Academic Standing s Improved academic 'standing, parti- ' 

' *' 

"6ularly instances of marked improvement, offers further evidence of program- 
matic impact. The counseling component of VEPS was ^intended to demonstrate 
the-^'value of high, school preparation for the world of work. Hopefully, 
effective counseling would lead 'to improved grades among the enrol^ees. 

V ? ■ . ^ / ' 

Grade point averages improved for 61.5% of the ^254 ei^rollees on which 
academic data were available. The GPA increa^^ was over 0.25 on a 4.0 scale 
for 48.1% of the enrollees. / 

/ 

3. Improved School Attendance . As with grade point averages, the 

. . / 

goal of the VEPS program was improved attendance patterns. While not as 
m^ked as the improvement in academic averages, attendance improved for 
50»0%< of the enrollees* ' - 

4. Improved Disciplinary Status Specific data on instances of disci- 
.-^linary action were not availabTe. In, some cities records of such actions 
are not part of the permanent student file; in others the information could 
not be released. However, ilpf ormation was gained frpm ^he counselors, many 
of whom knew the students from previous contacts. Among .VEPS enrollees, and 
particularly those who completed the program, there was a j^ubstantial 
decrease inbehavioral pr6blems and an improvement in attitude - 

* ' ' 5.' - ^Continued Part-Time Privae<< Sector Employment . 'A major objective 
of VEPS was to proyide a mechanism by which youth whq participated in VEPS 
would, upon completion of the program, b6 retained fu^ time by the private 
sector employer duting the summer'' following the first y^ar and part-^^time 
during the senior year, vd.th the expectation of regular fflil-time employ- 
m^ent following high school graduation. Other programmatic objectiv^ — 



skill development, and the' maturation of realistic attltt^des about school 
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and the world of work— can be related to this objective. Data on 258 
VEPS completers indicate that 37.2% remained at their VEPS employer and 
4.3% obtained other private sector work. Erirollees who 'continued into 
the second program year (VEPS II) accounted for 22.9% -and those returning 
t© NYC another 20.9%. Only 4.3% of the completors were n6t working.* 

Facilitated the Trans ition from School to Work . VEPS was intended 
to be a partial remedy for. the problems faced by high school graduates in * 
moving into the labor force. Although VEPS was intended for juniors, almost 
•^ne VEPS enrollee in four (24.5%) wa^ a senior. This group formed a test 
group to determine the extent to which 'enrolle6s were able to move into ' 
full-time employment"- after graduation. Of the fifty-seven youth who were r^ 
seniors and completed the program, almost, half (4^1%) retained a job in ^ 
the private sectot at their VEPS employer, another. 5. 3% .found other private • 
sector employment, and 1.7% foiAid public sector employment. Only 5.3% - , 
were not working, and a similar percentage had married and were probably 
not working. Over a quarter (28.0%) went^on to higher educatio^i. Another 
5.3^ joined the military. In^terms of favorable outcomes (youth who were, 
working,/ in tfie military, or going on to a higher education), the VEPS program 
had a success score of 89. 4%. 

Observed Deviations from First Year Program Guidelines 
^ Implementation, of the first year VEPS guidelines differed considerably 
among ^the cities which completed the experimental program. A brief itemi- 
zatira of the maj.or ar-eas of programmatic variation ia presented here in 
order to demonstrate the rationale for the guideline revisions which were 



*Other dispostions weret higher education 6,2%; military 2.3%: and 
other 1.9%. - - * . 



made for the second program year. 

1. Local offices of NAB rep^resented a broad range of effectiveness, ' 
tactics, and involvement • Generally, NAB was unable to develop many work 
stations, especialljl among larger employers • Sevgral NAB offices provided 
little more than moral support, whli^le others invested substantial staff 
tijue arid effort. ' . , * 

2. NYC offices, while providing 'the overhead and administrative 
serv»ices as w^l as referral, of NYC youth as potential V^PS recruits^ 
experienced administrative difficulties in cities where the NYC program 
was not sponsored by the school system. In several cities the school 
system dropped VEPS and^. the NYC program continued it by itself. ^ 

S. Flprst year VEPS enrollees were not limited t;o 16-year old rising 
juniors as called for in the gtiidelines and the potential dropout criterion 
was not rigorously implemented. ' , . " ' 

k 

4. Counseling, career exploration, and remediation programs varied 
in content, design, hardware, and rapport with enrollees. Individual 
counseling appeared good in all cities, but several provided little in 
their" vocational exploration sessions. ^ , 

Second Year Experience with VEPS ^ / 

As a result of its -monitoring activity in first year cities', CUP wks i 
able to make a number of specific recommendations, which it felt wquI^ 
Improve the quality and administration in the VEPS-^II programs. . ' \ 

These recommendations included the following: ) .... 

/. 

!• Program administration was concentrated with the NYC sponsor which 
employed a program team to work with VEPS . Thetoriginial concept had 
relied on a high degree- of cooperation and integration among the^ree spon- 
soring groups. In'most cities, the desired cooperation did not develop and, 
in some areas, competition between agencies hampered the program. Concen- 
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i 

tration of administrative function's with the NYC sponsor and the assign- 

. * . ^ \ 

ment of a program team to handle? the VEPS program was aimed at giving 
proper responsibility to ^he group with the most experience in working with 
•NYC enrollees. the program team concept was flexible, depending on local 
conditions, and in smaller areas vyEPS-lt was tn^*r.esponsibility of one person 

2. Job development became the responsibility of the program team ; 
the assistance of the NAB metrq office and other groups was to be sought . 
In most cities, NAB did little to promote private sector participation in 
the pjrogram. .Wh^re NAB did work for VEPS, lack of staff and an emphasis * 
on working with large employers reduced their job .development effective- 



ness. With job development primarily assigned to the program team, 
and other groups could be 'used to provide- pijbli city for VEPS and for 
initial access to employers. 

S. Operationalization of the "probable dropout" criterion was made 
more rigorous . "In some programs, the onJ^ criterion utilized was that of 
the GEO poverty guidelines; fao real effort was made to select "probable 
dropouts by specific crit-eria,. such as academic achievement, attenjl^nce, 
disciplinary actions, and so fortl^ In some programs, there was deliberate 
avoidance of enrollees with serious academic or personal -problems (in 
effect, "creaming" eS?ollees) to assure pro^ammatlc success. Since the 
counseling component had the potential to reao|i youth with serious problems 
(and to ensure proper eva^luation of the program\in this respect), CUP 
recommended thdt a definite and concerted eftoi/t 'to recruit such enrollees 



i 

be made. 



4. Work stations were to be sought amoirng smaller employers . It was 
the observation of the CUP monitoring teams that VEPS programs were more 

/ . 

successful when they utilized smaller employers who would provide a wider 



range of job experiences-, closer supervision of the enrollees, and greater* 
interpersonal ^contact. In many cases, the owner of the establishment 
actually provided the supervision and ^took a personal int'er^st in the 



enrollee, 



mil ^ - ' - 

The variety of work.e^erlences was felt to be' of prime importance 
in broadening ^the, enroliees'' limited knowledge of opportunities for employ- 
ment upon completion of higl> ^chaol. It was noted that many of the targe V- 

population had no experience on which to base a career selection, 

^ *^ 

• •» 

Also o^inter^'fet, small employers' were more receptive to the program 
than largesT em^by^s who envis.ioned VEP5 as requiring excessive "red tape.* 
Union restrictions also hampered *t;he , placement of* enrollees with some 
larg/er employers^ k 1 ' • ' 

5. Excepu for the ffg§t sixty hours devoted to orientation and' begin- 
ning vocational exploratlonV private sector- employers were to share the 
cost of enrollee wages on a/fifty-fifty basis with NYC , This change 
eliioinated the difficulties gerietated under VEPS-I guidelines which called 
for cost-sharipg b'ased on various phases of each of three segments that 



made up VEPSr-TL. .The phasing p^ocedurdt was. found inop.erable in many situa- ^ 
tions due to t^e late tart, ^nd too confusing in areas which attempted to 
follow guidelines closely. Many first year programs turned to a constant 
percentage sharing (about sixty percent NYC and forty percent private 
sector) which was maintained throughout/ the pilot year. 

In recognition of the fact that enrollees* would .be engaged in some pro- 
ductive^ labor as.th^ wotk.lrainirig progressed, CUP- recommended a fifty-fifty 
cost ratio for al^ hours once*tha youth was placed on the job site after* 
the sixty^hour orientation. ,Xhis spl;Lt also recognized that the youth Would 
have a disproportloifate inqidence^ df problems and would require an increased 
supervisory load for the employer. * Employers were also to share the cost 



of the four hour average bi-weekly counseling sessions when the enrollee 
would not be at the job site. 

6. The counseling, remediation and career exploration compon&t was 
given greater emphasis . This component further dif ferentiatied V^PS ftom 
other youth training programs and was the area in which the program had 
great potential for benefiting the target population of probable dropouts. 
This type of enrollee has been shown to have little^ access to and little 
success in work experienc^ programs which lack a strong counseling component. 
The vocational exploration sessions coupled with the work training provided 
the impetus for the probable dropout to reconsider the value of school and 
academic training. 

^ 7 . ^ The comiselor-^enrollee ratio was increased to 1;30 f rom 1 : 20 . 

i ■ • ■ 

Experience iwitM VEPS-I indicated that even with §he responsibilities required 
for VEPS, an experienced, full-time counselor can adequately carry a counsel- 
ing load of thirty to forty enrollees.. This guideline reduced the adminis- - 
trative cost factor but due to limited DOL funding, many programs still had 
problems maintaining an adequate staff; * ^ 

Of the above reconmiendations, three were considered to be mandatory 
for the VEPS-JI^program due to their integral relationship to the success 
of the program. These were: the fifty-fifty cost sharing' with the private 
sector; a* minimum of four hours average bi-weekly devoted to counseling, 
career exploration and xemediation; and two. work experiences with the same 
or different employers. » » 

VEPS-II. programs we're conducted in twenty cities. Several cities 
were authorized but never organize4 programs, while others began operation 
and then phased out of VEtS.^ The program's objectives continued unchanged 
from the first^-^ar. Some pro'cedures were changed as outlined above. 



Monitoring visits to. selected second year cities were made throughout 
the year. These visits, were 'used to o'bserve the implementation of the 
second year guideline revisions and to collect data on the enroll'fees. 

The following discussion itemizes the seven major second year guide- 
line changes. Each item is 'followed by* observations on their implementa- 
tion during the'se\:ond year. ' ' ' ^ . ^ 

!• Program administration was concentrated with tjie NYCv sponsor which 
employed a program team to work with VEPS ..^ VEPS programs outs ide> larger 

urban areas usually provided one staff person who was responsible for , 

* ^ . " ** . 

all phases of the program. In some cases, counselors merely assumed 

*^ , ' 

the additional duties ^f operating VEPS. Only the larger programs employed 

a staff of several persons. However, even where several staff people were 

available, they usually did not specialize in a VEPS^ component , such -as job 

development or vocational exploration. ^ v; \ 

There are several reasons why so lit;tle specialization took place. - 
Firstj counselors who work with all aspects of the program seem to feel 
more confident about placing students. They know the students and their 
limitations and are familia^with employer's expectations. Second, 
counselors who have actually developed the training stations feel they have 
better access to the worksite in order to make counseling contacts. Third, 
the VEPS programs have been limited in enrollee size and consequently the 
staffs were never larger than six^ ' It may '-be that sigrfctt^-cailtly larger 
staffs result in the n^ed for more specialization. 

Funding a program team presented problems in the seconb year. Cities 

funded VEPS counselors using first year carry-over Office of Education 

' * • * : \ 

funds ,^ small supplemental grants from the Department of 'Lat)oV, regular NYC 

allocations and outside sources such as the Public Employment program. In 

-13- ' 



any future planning tlie need for counselors who provide the program Services 
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is obvious. Many ofS^heir functions such as job' development could not be 
delegated to existing groups without eliminating the program as it, has . 
operated for two years, . \ * . ^ 

, 2. Jjbb development became th6 responsibility of the prografa team; the 

as s is tanc e of the NAB metro office and other ^ groups was to be sought . The 

^ ' ! 

formal change in the job development function for VEPS-II reduced the uncer- 
tainty that surrounded the first yeap of VEPS. The counselors Tcnew from 
the beginning that they would be developing the training site^ for the 
enrollees. Th'is approach worked well in almqst all cities, The^ advantages 
in terms of knowing employer expectations, working cpnditions, and estab- 
lishing rapport for later access* in the ^counseling program were mentioned 
above. Cooperation with NAB was 'achieved in s.everal cases. "^^^^^^^^^^ 

The counselors generally responded well to the phallenge of^obtain- ^ 
ing training positions in the private sector. As in the first y eat, most 
of the' counselors had previously only worked with public sector * employers 
in the NYC program. Most counselors felt that developing jobs in the 
' privat'e sector was more demanding than placement in the public sector. 
However, other factors', such as the requirement that the private sector 
employers pay a portion of the wages, hampered VEPS job development com- 
pared^ to IJYC. Some progj^ams were not .seleptive enough in tl^ types of 
training positions accepted! The 'need to develop many openings before Fall, 

1973, accentuated this problem. 

3. Operationalization of the "probable dropout" criter^n was made 
more rigorous . Almost all programs in the second year made some attempt 
to include "probable dropoutS^" "'The selection criteria varied widely but 

i\ . • ^ ^ ■• ' ' " ' , 
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ustially included as a minimum some eValuative inf ormat-ion from summer NYC 
counselors. Few cities made selections based on extremely rigorous criteria 
in any organized manner! • But, the enrallees participating in VEPS usually ) 
had Jiot been enrolled in a regular^ sqhool program in either vocational educa- 
tion or' carleer development. • - 

■ ' - j ^ I 

It is hopexLthat programs will continue to select students who are ? not 
now participating in school programs in Vocational or career education.. Gen4j 
ally, efforts ^should be made to work with students who are not dqiillg superio^ 
academic work. By so doing the program maximized the benefits from the VEPS ; 

* . . ' ' / 

counselors and the relatively low enrollee-to-counselor ratio. « * 

Out-of-school,NYC enroll^es were also potentjLal VEPS enrollees. During] 
VEPS-II>, Minneapolis used the VEPS concept with youth in out-of-school-NYC. \ 
Although not assisting directly toward high school graduation, VEPS do6s^prb- 
vide the out-of -school enrollees with WQrk experience and training with a \ 
private sector company whichtis in a position^ to Employ the youth , full-time. 

The experience in the first year of VEPS vmst^at stude^ftts who had *: 
failed all their subjects were generallj^pooT^^ risks for 'VEPS. In other . 
words, they were too f^i: behind their classmajtes in school and had been 
away from the classroom setting too often'^to be motivated tbwai^d. school 
attendance by just ob^taining a job. t 

Due to state and Federal labor ^l&gisl^tion and :ins'urai^e provisionQ/, 
VEPS enrollees should be at least 16 lyeairs ,pld. Whether to sele^:t Jufiiors 
or Seniors has been the subject of clonsiderable debate by program^ sponsors . 
0ne side suggests that Seniors who have a? part-time job are in a better 

^ - ' . ;/ . ^ ^ ' . ^ ' 

position to obtain full-time employment after high school gfaduation. The 
other side suggests that Seniors are;not. vety likely to' be "ptobable drofp- 

A- . ^ ' ' ^ J 

oiits" and that efforts'' should be diirect^^d ^to working .with Juniors or even * 
Sophomores who are behin|i their peers in schpol credits. CUP believes that 
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*oth these -positions have merit and that the program goals of dropout preven- 

tio*n ,and transition to full-time employment are not entirely compatible. 
In the decision- whether ,to enroll jiiniors or seniors (br both) the 

local labor market *and school programing shquld be considered. As noted 

above, the*s,election of "probable dropouts" is more difficult. Programs 

should weigh -the student*^s academic and personal problems in selecting 

, students who would benefit from VEPS and who are not hopelessly behind in 

4. ' Work stations' were, to be sought among smaller employers . The 
emphasis on ^smaller employers was maintained in VEPS-II programs. The 

^advantages of using^s^aller employers wete realized^i^^pwi^£^ai;^eas.^^ 
should continue* to develop training positions with smaller employers. How- 
ever,^^ job developers should be selective and select employers who are will- 
ing to devote the necessary time to training and supervising the student. 
Additionally, participating employers should, permit enrollees to learn a 
•range of activities even if they ^ar6 in only two positions during their 
program experience. * ^ 

5. Except for the first sixty hours devoted^ to orientation and begin- 
ning vocational exploration, private -sector employers were to share the 
cost of enrollee wages on a fifty-fifty basis with NYCj . The. cost sharing 
feature has been helpful in obtaiTrtng*jj)rivat*e. sector participation JLn VEP||L^ 
This incentive is essential sinc^fectool programs hav^'^a nxmiber of ^students, 
many with specific training ^^o' are doing well academically ,^hat they are 
trying to/place in part-time employment/ Employers pay the stijdent's wages, 
but there are no program limits on the work he can perform. Therefore, 
cost-sharing has-been an incentive which ^provided access to trat^H^hg for 
VEPS enrollees who are usually outside the .school's regular prograraa^ with 
limited skills i and mediocre academic records. • 
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The cost-sharing should? remain in the program on the same basis - 
fif tj^-percenJt employer and fifty percent program. While it may her'posr/ 
sible^to operate a program similar to VEPS with employer^ paying 'all eriroilee 
wages and the program 'only providing counselors, the success i^^^^^^^ 
, limited program would depend largely on thei type of students s^^^^cj, VEPS 
' program e3q)erience suggests that placements> could be made, but the em]>loyers 
^ would be less willing ta work with any enrollee* proBlems before, terminating 
theml. If* students without problems were selected ^^.tbe program could maicey ' 
more placements, but the program concept would be^^g^i'griificanjtly iadt^red, \ . 

6, 'i;he counseling, remediation, and career 'e3h>lb'tation comproneitt was "' 

given greater emphasis , VBPS-II programs' maintaine'd a high level of- - - . 

y ^ ' ' ' ' ' . 

* counseling contacts. Remediation was^^ndled on an individual basis in ^ - 

most areas. The implementation of /career exploration continued to vary hot?- ^ 
siderably am^hg cities. All three^,;areas*'th&ai(i:^be empha^'lzed^ ' Gareeir 
exploration should be stressed using e^t»rer:^5|)jB<ii^r^e or i)y' enrolling 

the youth in approprlflpte school classes. Tfee;<acti^al aetiiods'tor achieving 
the emphasis should be left up to the local prdgrai^ sponfiOT^, ^ ^/ 

7. The counselor-enrollee ratio is incrietasfed fo ItBO .^^^ 1:20 . This ♦ 
-guideline change was followed in VEPS~II programs CQunselJJtarB generally ^ ^ . 

believe that thirty to forty enrollees would be a* iiiaxdjnum';i:uj;4'' p^pgram ' i - 

. * ^4:^ " * \ ' 

which provides the .counseling and suppprtive services 'callea for injtbe , * .1 
' VEPS design. No firm ratio can ever be "qorrect" for all g'ituations.- iH^-^^ 
ever, unless the enrollees are stibaftantlally diffe^^nt from^ thJse enrolled 
during the fii?^t two^ye^rl", counselors wili -probably not be abl^\|6 york.' 
id.th more than forty youth. I^Even this nimiber will require^ certain amoiwit 



of phaktngMix^^mxring job development and placement. 
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Y ^ - . Assessment of the Second Year. VEPS Program ' 

i . \ CUP monitoring teams compiled quahtifiable data from enroiree forms 

'\ 'and' other records. Information was available on 716 VEPS-II enrollfees in 

eleven cities. The Nummary of this information for six program areas for 

die eleven programs follows . ^ ' - ' - 

* ^ ^ • 

r ' V, 1." Reduction in School Dropout Rates . .Over half (53.9%) of the 

• ; ^ p/ - \ , 

^ VH^S-^II enrollees completed the program. "This was a lower program comple- 

^ tion rate than in VEPS-I due to the higher proportion of seniors^ in VEPS-II 
who left the progr^ but remained In school and graduated. The' s-^hool drop- 
out rate-,4uring VEPS-I^iremained below ten percent (9.9%). Since VEPS-II 
enrollees were IJYG-elig^le youth generally with academic and famiJLy problems, 
this represents a -^orifti^tla'Klon of the positive impact .^observed in VEPS-I. t 

2. Improved^ AcadjB'iaiC-$t;ari4lgg< ^"VEESr^t confinued the intensive coun- 

seling contact with enrollees that- was' Itoped to lead to improved academic 

averages and a better tmderstanding of" iob> opportunities. Grade point 

/I ' . * /. , - , 

averages improved for 62.0% of .the 347 VEPS-II%compieters (61.5% in VEPS-I).^ 

The CPA increase was over 0.25 on a 4.0 scale for^46/7% of the enrollees^ 

3. Improved School Attendance . Another VEPj^r^JI goal was Improved 
school "attendance. Enrollees improved their scho$l;^ attendance from the 
previaus year In 48.8% (50.0% of VEPS-I comple ters"" improved) . However, 
as in V^S-I the changes in days of school missed were.'not as dramatic as 
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wer^e changes in academic averages. 

\ 4. improved Disciplinary Status . VEPS-II enrollees exhibited the 

same ^e of improvement in this area as noted for VEPS-I ehrollees. Spe- 
? cif ic data was not available due to school records policies, but the in- 

fqrmatibn" gained xrom counsfeidts leaves .no doubt of ^e improvement in 
. this area. . < ^ 



5. Continued Private Sector Employment s A major objective of the 
yZPS program was to- enable the enrollees^^to retain their positions with ^ 
their VEPS employer. 'VEPS-II was successful »ln achieving this goalL. Over 



two- thirds (69.0%) of VEPS^II completers were retained full-time 



t the VEPS 



workstation after completion of the program and 6.3% found other prlvatfe 
sector employment. 'This 75.3% rate of placement among' VEPS-II completers 
sis substantially higher than the ?1,5% for the VEPS-I program due| to the * 

higher proportion of seniors enrolled In VEPS-II. ' Favorable programmatic ^ 
. outcomes (private sector employment, higher education, and military service) 
constitute 83.7% of the completers, compared to 50.0% In VEPS-I. Youth not 
workljfg totaled 3^ or 8.4% of the^ VEPS-II completers.* The datk .amply demon- 
strates the employment potential offered by the VEPS program. 

, 6. Facilitated the Transition from School to Work . The guidelines for 

VEPS-II did not specify- tjiat enirollees be In any particular school year, and ^ 
conse<itiently 48.7% of the enrollees were seniors during the program year. 
The full-time employed rate for the 179 seniors who completed VEPS-II as 
graduated seniors was ,71i5%, compared to 56.1% In the first year* progranf*^ 
0t;the 179, 106 (59.2%> were retained a^t tKelr VEPS work slte^^lf teen\(8. 4%) ' 
found other private sector work, arid seven (3.9%) were employed In the public 
sector. Another 9.5% of the graduating seniors went on to higher education 
and 4.5% joined the military. (W VEPS-I 28.0%. sought additional education.) 

^ SHghtly over 10% of the seniors c^mj^l^^- VEPSrII were unemployed. Favor- 
able outcomes were recorded for^fe^.5%^ of the gtarduatlng seniors compared to^ 
' 89.4% for VEPS-I. In both years the VE^S program provided ^ "High level of 
transition from school to full-time work or further education.- 
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Observed Deviations from Second Year Program Guidelines 
The revised guidelines for the second year of VEPS solved many of . 
, the problems vhlch were detected during the first year. However, several 
• areas continued to present difficulty during VEPS-II. The major variations 
observed In monitoring programs were a lack of an Intensive orientation 
program, failure to rotate youth on job assignments, and the^^sence of 
the bl-weekly vocational exploration sessions. The following general obser- 
vations can be made regarding the problem areas that emerged In VEPS-II. 

1. Selection of Youth. Some VEPS-II programs' did not attempt a- 
rlgQrous selection of "probable dropouts" as enrollees. 'Several reasons 
were given for this. 'Using "problem" students would open a, real possibility 
that In the event of a serious problem arising over the behavior of a youth, 
the entire program could be put In jeopardy. Second, > some programs nosed ^ 

• VEPS as a reward for promising NYC youth " ^ . 

2. Job Development. 'Counselors sometimes developed jobs without 
regard to elth^ the f uture potential of =the enrolled being employed or , A 

Q the opportunity for advancement. This was often done witli '-the intention df* ^ 

I moving the enrollee at a later time,, but few enrollees were actually trans- 

^ ferred. Has-te^.in dfcj^eloping jobs apparentljm means inclusion of less than 

♦ , * * \ 

^ satisfactory worksites. * i ^ . 

•» " • 

^, ^ 

\ 3. Pre- Job Orientation. Although most programs felt the need for a * 

I ' comprehensive orientation, these sessions varied cdnsiderably in scope, 

content and .duration. Counseling problems appeared to ^oe less frequent in . 

• t 

' . programs where detailed orientation was presented. Another difficulty ^ 

several* progr^s encountered was the incremental, phase-in of youthnr" Given 

this procedure, an orientation program woulii.'be an on-going activity and 

' • . ■ '] ' - ' 

t would require substantial allocations of staff tjLme. Proper planning of 

a year long program avoids this problem.- » ^ 

O -20- 



ERLC 



4* Work Experience and Training. The new payroll procedures worked 
very well. The only exceptions involved conflicts with the established 
procedures of local school systems. Enrollees generally were not rotated 
through. two work experiences on any formal, regularized basis. Most pro- 
gram personnel did not believe they could obtain employer cooperation with* 
this requirement, althcJugh It may be more a matter of careful explanation 
during the job development phase. While ifo formal routines were implemented, 
most yout^i obtained a variety of experiences within a single work setting. 

5. Counseling. Counseling was -a' major program element which was v 
generally well implemented; In a few erases, counselors may have been too 

1 

concerned about the attitudes and responses of participating employers , 
at the expense of the enrollees; this problem generally related to the 
quality of job assignments. .At an opposite node^som^e. counselors tended 
to becom'e too involved with the problems of one individual to the detriment 
of the counselor's availability to other^^ youth. 

4. 6. Vocational Exploration. Several, *but not all, programs implemented 
the required bi-weekly vocational exploratioii sessions. Most cities did 
not move aggressively on this component. Cities operating VEPS for the i 
first time had several problems whiph they felt ^justified setting aside 
formalized voc^ixJti^^-- exploration. Foremost among these reasons was the 

time. constraint. Demands on staff time to establish an administrative 

\ ^ 

framework, recruit employers, se*lect enrolleds, and conduct program planning 
Were inordinately high at the time orientation was to take place. These 
sessiohs were put off in the. h(Jpe of emphasizing selected orientation 
features at a lal^br time; this hope was ultimately ill-founded. In addi- ' 
tion,/-some." programs" ^$rd not explain VEP5 adequately ijp. their intial employer 
dontacts and were concerned that employers would drop VEPS II the Iji-weekly 
sessions were instituted. 
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SECTION TWO: RECX)MMENDATIOHS AND MODEL FOR IMPLEMENTING YOUTH TRAINING 



^ IN THE PRIVATE^ECTOR 

Summary of Major Recomtnendatlops for Youth Training in the 
Private Sector * . ' 

The suggestions for continued NYC enrollee placement in the private 
sector are contained In Department of Labor Field Memorandum No, 255-73 
(August 24, 1973) • Hpwever, FM No, 255-73 and an attachment which specified 
six guidelines and five general recommendations were never published in the 
Federal Register and, consequently, were never implemented. ^ The attachment 
is reproduced following this introduction* , 

The Manpower Administration maintained the thrust of preceding VEPS 
programs toward improving th^ fm^loyab^3rlty,"x)f _youth,. The material! in - 
FM No, 255-73 was much piore flexible than those of thB previous experimental 
VE;pS yea,rs, ^ • ' • ' 

The .major changes in the recoimnendations are listed below • 

1, Enrollees may be employed at one company for l,OpOi|iours pro- 
, vided they are rot;atea to a new training and work experience after 500 
hours ••^ ' 1- 

2- Wprk training and experience must be in occupations whose Specific 

^ ^ ' > 

Vocational Preparation time^listed in the Dictionary of Occupational 
Titles *is above skill level 1. ^ ^^^j,^,,,^^,^^ 

3, ^nrollees no longer tfiave to be selected from the specific 
target group of probable dropouts. ^ 

Recommend^tiOiXiS' in the Model^for Implementation 

A model for implementing program component^ is presented in th^ follow- 
ing sections • <Each section. is prefaced with any applicable material from 

ir ^ ' ' 

U.S. Department of Labor Field Menjorandum No. 255-73 (August 24, 1973). It 
-should be noted that tlie "recommendations co h ave been supplemented with 
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'additional requirements by the regional offices of the Department of Labor. 

The implementation model attempts to provide workable options to allow 
for varying local circumstances'.*^ Based on the Center* for Urban Programs* 
monitoring visits to the VEPS cities, some procedures are recommended with- 
out alternatives. 

NOTE: Any program adapted from the model must meet the regulations 
of the Comprehensive Emplo^ent and Training Act of 1973. Since NYC will . 
be phased out under CETA ^and prime sponsors will design their own youth 
programs, references to NYC in the model should be replaced by appropriate 
based on the local situation. 
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* RECOMMENDATIONS* , • 

YOUTH TRAINING IN THE PRIVATE SECTOR 



Enrollees may be placed at a private-for-profit worksite for up to 1000 
hours of work experience provided that the following guides are adhered to: 

1, After 500 hours at the worksite, the enrollee will be rotated to a 
new work/ training experience. For example, if afl enrollee is placed at 
a dry cleaning ' store, the: enrollee might spend the first 500 hours r^- 
.ceiving training/work experience as a cashier, and the second 500 hours 
receiving ti;aining/work experience .as a machine operator. 

An enrollee may not bfe trained in any field in which after a short demon- 
stration, the enrollee :would be productive. To de JLermine occupations 
.of this gort, you should 'refer to the Dictionary o^'^qTccupatlonal Titles, 
'Any occu{>ation whbse Specific Vocational Preparation time is listed at 
, level 1 would-be inappropriate for NYC enrollees, 

2, The wages which the enroileeSxeceives will.be 'shared on a 50/50 basis 
between the^-employer and the NYC.|ponsor, Thei;:sharing may be for time 
spent in work experience only, or|if the, employer agrees,;; for ^he total 
enrollee participation time in the project, including orientation, career 
counseling, remedial .education, ^tc, - ; 

W . y • 

3, After tTie 1000 hours with one employer is completed^ the enrollee can 
either (a) fee picked up by the employer entirely on his payroll (hence 
terminated from the program^, or.(b) be placed with another employer for 
new training.,^ 

4, Companies with whom enroliei^s are placed must assure that participa-^ 
tion of enrollees will not result, in the displacement of -employed workers 
or result in the-aubstfitutlon of thes^ enr6llees for regul^ workers -who 
would normally be hired, 

5, . Companies must comply with the requirements of the Fair Ldbor Standards 
Act' and pertinent State or local laws regarding the training and employ- 

. ment of youth, ' _ . . ^ 

6, (n the^vent that an occupation in which an NYC enrollee is being 
trained is covered by a bargaining agreement with a company's establish- 
ment, the company mus^i indicate that it has discussed the program with 
the appropriate bargaining agency and has the concurrence of the agency 
as to the on-the-job training, and rates of pay aspbciated therewith. 

The following recommended practices should, if possible, be incorporated: 

1, Pre-placement orientation sh^;U;d be provided by the.sponspr. Areas 
covered might include^wor Id- of-wor kisc i en ta t i on (job attitudes, dress, . 
responsibilities) career explorati9n sessions, determination of job 
interests and skills, and correlation of interest and skills with avail- 
able jobs, " 



*This material was <^ontained in U,S; Dep^tment of Labor Field Memoran- 
O dum No,* 255-73 (August 24, 1973) but was never published in the Federal 

ERJC ' Register and consequently W^s* never implemented, " ' ' 



2. Career counseling and exploration activities are eacQuraged and should 
be provided by the Sponsor and the employer on an on-going basis. Explor- 
ation activities might include field .trips and/ outside speakers. 

3. To' avoid duplication of effbrt, sponsors should b,e encouraged to 
coordinate their "worksite ^develjopment^ activities with the National Alliance 
of Businessmen.', * . * . • 

" 4. In-School and Summer N¥^ sponsoins should -also be encouraged to establish 
a linkage with the sctiool 's^vocational or work experience division to assist 
in the development of a 'career counfseling/exjploration curriculum, etc. 
An' effort shourd be made to enroll youth into tlie private sector NYC 
program who would not ordinarily be eligible for the school's regiilar 
vocational or woric- experience program.* 

5. Companies should be encouraged to:. 

a. Identify private sector training and work experience positions 
for NYC enrollees. " , 

b. Provide tj^o work experience/ training positions (or job sta- 
tions>, a wide variety of job activities, and guarantee close 
supervision- necessary for 'traibing. ^ ' 

c. Provide their regular, orientation given for all employees, in- 
cluding a company tour and a discussion Jof the Interrelationships , . 
between various jobs in- the compan'y.* 

d. Designa^te personnel who will devote sufficient time to training * 
and working* with fet^rollees. $ ^ ' 

e. Agree— to\ the terms .of e'nrollee payments as stipulated in Item 2. _ 

''^^ Agree not to hire^any In-Schooli" or Summed: NYC enrollees for 
fuU-time employment' until they have "graduated frofn high school 
(this does not apply to Out-p£-School , enrollees) . ; , 

g. Exfecute a Letter bf Agreement with the NYC sponsor covering the 
above, responsibilities . ' . 

• o . 
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I. ADMINISTRATIVE STRUCTURE AND STAFF 

* > • * * 

A, Recoimnendatlons 

There are no specific recommendations for this program jc^ompon- 

ent . 

B. ImpleiDentation ^ 

• ■> 

1. The NYC project will have administrative and program 
responsibility for the program. 

2. There are three possibilities for staffing: 

a. One person who is responsible for ail components of 
the prograjn with all enrollees. 

b. Several staff who are each responsible for all 
components of the program for dll enrollees. 

c. Several staff who specialize in conductitig some 
components of the program t%x all enrollees. 

\ 

3. Factors which should be considered in choosing one of 

I 

the three patterns are: ^ 
* a. In cit?ies with smaller NYC programs it may be 
difficult to have a program team working exclusively with^ 
private sector placement, but.it is essential thit the 
different structure of the private sector progr;wn compared 
with regular NYC be carried .through by any staff working 
in both programs. 

'b. Even if the* staff is going to specialize, ^the roles 
of the program team members will have ,to overlap to-^^some ex- 
tent. In a program of 90 enrollees, all three would serve 
as counselors for some enrollees. One possibility is:-" * 



/ 



STAFF 
Counselor 
Job Developer 



^ PRIMARY AND SECONDARY ROLE ' 
Counseling and Vocational Exploration 
Job Development and Counseling 



// ENROLLEES PER 
COUNSELOR 

35 

35 



Vocational 
Specialist 



Vocational Exploration and Counseling 



20 



90 Total 



For a program with 60 youth, the, responsibilities could be divided 
s follows: 



STAFF 

Counselor-Job 
Developer 

S Vocational 
Specialist - 



PRIMARY ANt) SECOTinARY ROLE 



Job Development and Counseling 



Vocational Exploration and Counseling 



# ENROLLEES PER 
COUNSELOR 

35 ' 



2i 

60 Total ^ 



c. Since the private sector program depends heavily on 
quality job^ vJhich provide a high degree of vcfcational exposure, 
the job developer-counselor should have experience in dealing 
with private ^sector companies. As the program is implemented, 
he will be assisted in job development by the other members of 
the program team, but* the main responsibility, should be his. 

d. Effective Staffing of the program requires some personnel 
who are not usually found in existing NYC programs* This 1r 
primarily the case with the vocational specialist. The vocation- 
al specialist should be familiar with the wide range of materials 
and techniques available for use in career exploration. Such 
individuals Vill oftfen be in fthe school system's regular coopera- 
tive education or* guidance counseling programs. NYc programs 
which are not school-sponsored might handle apportion of their . 
sj^aff ing'by: 

1. ^-Sub- contracting with the school system for counsel- 
Ing or vocational exploration personnel, 
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2. Hiring staff directly, using a regular NYC counselor 
and jobv^^developer supplemented by the vocational specialist 
who would be hired or sub-contracted from the, school system. 



e,-^ ^ue to prevailing, local va^e scales, salary levels above;^ 
t}y>se in ^th^ existing WiC program may be required in otder to hire 
a' balanc"e5d program ^team. This possibility should he considered 
and approached realisticklly^^ as soon 'as possible. It serves the 
^ program better to pay whatever is necessary to obtain personnel 
qualified to carry .out its objectives,^ % 
4, The designation of project coordinator will be based on a 
number of'local factors. It is suggested that a counselor or voca- 
tional specialist be placed in this role. Since counseling and 
vocational exploration are recommended as major program elements. 



experience in these areas should be the main job qualif icatlan. 

. 5, Cities where NYC iSMioX sponsored by the s^hopl system will - 
pot^n^lfllly havc.mor^ problems. These problems include: 

a. Access to any records' and the high school counselors ^ . 

, 

for assistance in selecting enrollees, '-^^ -^f^ 

b. Arranging- early release f rom^- c choc l --£Q3;L.^^r1> t ime^:yferk 



during the^ school^^^e^;iJ^''' 

. c. Granting credit for work experience in line with other 
workrstudy students, 

. d. Gaining opportunity for discussions during school hours, 
e. Matching enrollee course schedules to job interests,'. ^'^ 
To overcome these problems NYC's present relationship with 
the school system resulting f^^o^^ coordinating the in-school NYC pro- 



grams with the schools must be expandeil to aid the progjram. The NYC 

director and 'the in-scho6l counselors should asist any nev personnel. 

in establishing working relationships with the necessary -schopl personnel 

\ : ^ . ' . ' 

o 6.-^ The private sector program can be used j.n out-of-school NYC 

program^. Various sample materials^ preset^fed in this implement^ion 

^ » *\ " i V. 

model will have to be modified for use in out-of-^school programs. 



S 



V 
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- SELECTION OF YOUTH ' * 

A. Recommendation 

AN EFFORT SHOULD BE MADE TO ENROLL YOUTH INTO THE PRIVATE 
SECTOJl NYC .PROGRAM WHO WOULD NOT ORDINARILY BE ELIGIBLE FOR THE 
SCHOOL'S REGULAR VOCATIONAL OR WORK EXPERIENCE PROGRAM. 

> t . , . ^ ^ 

B. Implementation . . * , * ^ 

1. Youth under 16 should be ypt In regula^^^MS^'^^ 
private employers cannot employ youth undCT^6 yeark of age due *^ 
to^ restrictions Imposed |)y state labor laws and Insurance companies. 

2. Since there will proUably be more 16-year old NYC yptath 
Interested In the program than spaces are. available, the program 
staff mu^t develop a. procedure for selecting those youth who appear. ^ 
to be most likely ^to benefit from training and work experience In 
the private sector. * . . - 

3. In the .selection process the program might decide to give'' 
preference to yo\M:h in a particular school y ea i:,> for example, seniors 



might be selected first to give them a better opportunity in the. 
job market > especially with ^heir employers, after high school 
graduation^.„_ Howevef, in order to maintain a thrust toward school 
dropout prevention and career preparation,^ juniora or sophomores j/ 
might be selected first because they would generally be more drop-, 
out prone and could alter their academic schedules to further their 

career ^go^^ls while participating in the program,. 

• * * 

*^4.* In dete^ining the order that enrollees are selected, 

consid'eiration should be given the plan being followed in several - 

*cxirrent;yEPS cities. They intend to place 14 and 15 year olds 

. the regular NYC program; move the youth into the private sector 
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program during their junior year; a?id place the you^h in the 

school's, regular work-experience p^^ograms as seniors. Where iJYC 

is not sponsored by the" s*chool system and cannot gain the cbopera- 

tion of the schools, seniors appear to be a better choice for a, 

one-year private sector work experience, j 

The recommendation that enrollees be students who are not 

eligible for the school's regular vocational or work experience pri>^ 

.gra^ may be difflcuit to Implement. Although the recommendations 

? donot require probable dropouts to be enrolled as did the OTlPS 

program, the selection of students for a limitefci nimiber of places 

requires a number of decisions. Th^^gplloving factors should be 
"■A 

considered: 

a. Selecting students 'with few academic problems will 
\ be more readily accepted by employers and create fewer on-the- 
j.ob problems > but may cause more problems- in placemenjt for the 
schogfl's regular work experience programs which do not^Kave 

the '^0-50 cost sharing feature, ^ ^ 

^ ! , . ^ 

<^yv Spme N^C^nrollees may have career^^^als that cannot 

m be .fuY.thered by' exposure to positions in public aget^cies. Such 

\ - * * >. J ^ 

stud^h£j5^ C(^illd be placed in the private sector through the new 

progr^;V- ;\ \ { ' ^ . 

c,^*0^i;dgf ams may, decide to utilize private sector empldy- 

ment as-^fiesw^Vrd t6 vt|i'e best enrollees (measures . for best may 

include ac^d^ijctit^^^ record, and attitude), or be 

used In combl^fcion with\^egular NYC to phase students- littp 

private sector ^p^byment ^^-ter particijjation in public sector 

employment. One>ffd^\of cai^flon indicated by VEPS program 



. \ . v. . ^' • X - ,.--5 
J." \\.:'V.-V' • ■.. '.-l32- ■ , ' • • 



~1 



experience is that -youth generally find public sector NYC 

^ * ' T ' 

positionS'^less demanding than private sector positions. An * 

agressive program of counseling and improveci supervision could 

be used to offset this problem in programs that plan -to': move 

enrollees from public to private sector work 'stations. -S..^ 

d. Experience with VEPS. indicates that students who 
are not too far behind their classmates can respond to the 
demands of private sector work stations. Therefore, students 
with problems could benefit by t'eing screened into the private 
sector program. Indicators which could be examined include 
the following: 

^ (1) Academic record 

(2) School attendance 

(3) Disciplinary, actions 

(4) School counselor recommendations 

(5) Reading scores or other t^t indices t ' • 

(6) Other considerktidn'S'»such as special family or 
personal problems. 

e. Selection of , enrollees will ultimately involve a 
decision on the resources such as Gcrfinseling time which can 
be devoted to the program. However, even in smaller pro- 
gfams, some problem students could be screened , into the pro-* 
gram. 

^ 6. An estimate of the program's job development^potential 

■ • > ^ ^'^^^^ 

must be made before enrolling the youth. A group of alternates above 

those initially chosen should be selec^d and provided with the pre- job 

orientation to serve as replacements for employers (who are providing 



training, and remain interested in participating 'in the program) afteri 
an enrollee leaves his job, 

7, The jresponsibil^tles of the enroll^jes shoulcl^ explained 

*» 

to the .youth when they are invited to participate in the program, / 

8, Some programs found it helpful to meet Wth parents of 
interested youth to explain the program and enlist the parents' 
interes^t and support. In other programs, a letter ''Wa^„,setit home 
expl^ning the program and asking permission ior tli^Ur son or 
daughter to participate. Where staffing permlt^a, "^dgunselors should' 
make home visits, 

9, Enrollees could be asked to sign a letter of agreemeut}^ ^ 
stating that they will carry out their responsibilities in ±he pro-* 

> ^ . - . • • . • : X£/ , 

gram. They ^hould receive a c^opy and a copy should'' be placed in 
their file. See letter on following page, / 
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Sample Enrollee Letter of Agreement ' 



PRIVATE SECTOR TRAINING PROGRAM 



Enrollee Agreefiien^Form 

As a member of the Program I agree to all of the 
following: 

1. To maintain at least a passing grade in 

* my school courses. - ' 

2. To work to the best of my ability in 
school and on-the-job. 

, f • 

3. To abide by tlje basic procedures 
governing this. program as set up by 
the Program atid my employer. 

4. To consult my counselors on a regular 
, hasis as determined by my counselor, 

myself, and my, employer . 

I understand if I do not abide by. the above agree- 
ment that I may be dismissed from the Program. 



Date 



Signature of Enrollee 



Signature of Parent or Guardian 



) 



Signature of Project Director 



Note: Items 1 andw2 would be omitted in out-of-school programs. 
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JOB DEVELvFMEOT AND RESPONSIBILITIES .OF PRIVATE SECTOR EMPLOYERS 

- Recommendations (See also Work Experience and Training, p. * •) 

.\ ' " ' • 

. ^1. THE- WAGES WHICH THE ENROLLEE RECEIVES WILL BE SHARED ON A 
50/50 BASIS BETWEEN THE EMPLOYER AND THE NYC SPONSOR^ THE SHAR- 
ING MAY BE FOR TIME SPENT IN, WORK EXPERIENCE ONLY, OR IF THE 
EMPLOYER AGREES, FOR THE TOTAL ENROLLEE PARTICIPATION TIME IN 
THE PROJECT, INCLUDING ORIENTATION, .CAREER COUNSELING, REMEDIAL 
EDUCATION, ETC. . 

2.^ COMPANIES WITH WHOM ENROLLEES ARE PLACED MUST A$SURE THAT 
PARTICIPATION OF ENROLLEES WILL NOT RESULT IN THE DISPLACEMENT 
OF EMPLOYED WORKERSiOR RESULT IN THE SUBSTITUTION OF THESE 
ENROLLEES FOR REGULAR WORKERS WHO WOUJ^D NORMALLY BE HIRED. 



3. companies- must comply with the. requirements of the fair 
labor standards act and pertinent state^*br local laws regard- 
ing the training and employment of youtlf. 

4. in the event that an occupation "in which a nyc enrollee 
is being trained is 68vepd by a bargaining agreement with - 
a compam's establishment, the company must indicate that it 
has discussed the program with" the appropriate braining 

...^ ^Agency and has the concurrence of the < agency as to the on-the- 
job 'training, AND RATES OF PAY ASSOCIATED THEREWITH. 

^-"5. COMPANIES SHOULD BE ENCOURAGED TO: 

C A. IDENTIFY PRIVATE SECTO]^ TRAINING AND. WORK EXPERIENCE 
V POSITIONS -FOR NYC. ENROLLEES. - 

B. PROVIDE TWO'WORK EXPERIENCE/TRAINING POSITIONS (OR JOB 
* • ' STATIONS), A WIDE VARIETY OF JOB ACTIVITIES, AND GUARANTEE 

•CLOSE SyPERVISION NECESSARY' FOR TRAINING. 

C. PROVJDE THEIR REGULAR ORIENTATION GIVEN FOR ALL EM- 

• PLOYEES, INCLUDING A COMPANY TOUR AND A DISCUSSION OF THE 
INTERRELATIONSHIPS BETWEEN VARIOUS JOBS IN THE COMPANY.. 

D. DESIGNATE PERSONNEL WHO WILL DEVOTE ' StTFFICIENT TLM' ^ 
TO TRAINING ANfi WORKING WITH ENROLLEES. 

' E. AGREE TO THE TERMS OF ENROLLEE PAYMENT AS STIPULATED 
IN ITEM III..A.1. . 

o 

F. AGREE NOT TO HIRE ANY TN-SCHOOL OR SUMMER NYC ENROLLEES 
^ FOR . FULL-TIME ElffifcefYHgNT UNTIL THEY HAVE GRADUATED FROfl 

HOOL (TH^S DOES NOT APPLY TO OUT-OF-SCHOOL -ENROLLEES) 




_ G. EXECUTE A LETTER OF AGREEMENT WITH THE NYC SPONSOR 
^""feS^^ERING THE^ABOVE RESPONSIBILITIES. ' 
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.6. TO AVOID DVPtlCATlON OF EFFORT, SPONSORS SHOULD BE EN- 
COURAGED TO COORDINATE THEIR WORKSITE DEVELOPMENT ACTIVITIES 
WITH THE NATIONAL ALLIANCE OF BUSINESSMEN.. - 




1. The program staff., particularly the job develpper->tounselor 
should be'^responsible for the^ developing 'wbrk stations. 

2. Th^^ local employment service office, NAB, the Chamber of 
Commerce, professional grioiips, trade organizations and service ^ 
clubs should be approached regarding . assistance in publicizing 
the privat^^ector program to employers. For exampl^fethe program 
staff could discuss the program with the NAB youth director. 

3. The program staff might prepare a publicity flyer which 
^/'^ ' . 

w^uld outline the program in general terms. Major selling points 

which might be?' Included are a reduction ^in the high school dropout 
rate", opportunity to train youth for productive jobs, .ability to 
conduct training for only 50% of the enrollee wages, and assurance 
that counselors 'will be available for follow-up when necessary. ^ 
Publit^ity outlets include local trade or organization magazines 
and newsletters, radio and television. 

4; The program team .might .distribute or mail the publicity 
flyer and make personal contacts with businesses. In all job' 
development efforts t"he .program team should make clear the type 
^.of, student they are enrolling. 

5. A mechanism should be established so that inquiries 'to 
afiy group about the program .could be referred to the program staf£ 
so 'that they can arrange for a f lill explanation of the program to 
the employer. 



''6... The most important task^in the job development phase Is 
t^ complete and accurate explanation of the financial arrangements 
of the private sector program as well as the program concept and 
requirements. It has proven very impractical to try to "re-explain" 

,the program if the initial contact is riot handled properly. The 
entire program staff, should be*able to provide consistent answers 
to employer's questions. -v.- - - . 

7. It is ajpsoluteiy« ..essential to cover the f-ollowing points 

"concerning^ the financial and training arran^ents with the em- 
ployer at the initial meet:^. ^<;See Guidelines for Work Experience 
and Trainir^g in Section V.) 

a. NYCrmay pay 100% 'of the prerplacement orientation. 

b. Youth' must be paid- at. least the prevailing minimum • 
wage. . . ' 

c. NYC and the "employer- will each pay 50% of enrollee wages 
after the youth is placed. Note; * ^n o'rder to maintain control 

over total program costs, programs may want to impose limits 

* I ' * 

0 ' 

>n the hourly wage for training positions they develop'T Pro- 
grams will have to monitor' the number of jobs that are pay- 
ing above the minimum wage in order to budget adequately. 
Some employers may want to pay 100% of the enrollee 's wages.- 

In such a case the youth could be maintained as a VEPS enrollee 

•» • • 
in order to benef If: from the counseling and' career explora- 

tlon provldjed by the program. . o . < 

d. NYC •ca!n' issue \ check Tor the total salary and bill 
the company for its 50% share (or the employer can 'pay the 

'.total wages and be reimbursed by NYC for its 50% share). In. 

■ . ' ■ • ' .-38- .- ' • 'A?^ 
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either case, NYC- should plan to pay all fringes including 

' ** 

workmen's compensation in order to avoid^any questions of 
liability should an enrollee be injured wh;^e working • Mak- 

' ' ing enrollees NYC employees, also aids job development by sav- 
ing paperwork for employers., Note;^ When an employ^r decides to 
participate, some suitable arrangement for time sheets should be 

^* made. The prograih staff and the employer must communicate 
regularly to ensure^ the youth is paid on an accurate basis. 

e. A maximum number of hours that enrollees are per- . 
mi t ted to work should be imposed, ihis might be~15- hours 
per week during the school year and a -maximum of 40 hours 
per week during the sijmmer. Wages for. enrollees, working 
over the maximum hours should be the employer total respon- 
sibility. / 

f. Enrollees must be placed for training in occupations 
whose Specific Vocational Preparation time is listed above 

^ level one in the Dictionary of Occupational Titles. , 

g. Enrollees will be rotated to a ne\f .work-trainirig'^ ex- 
^ perience after 500 hours and are limited to 1,000 'hours on 

the program with, one employer. _ 
8. Program staff should be aware that the 50/5^GOst' shar- 
ing split, of enrollee wages ^reflects the-f ollowing:-f acjtors: 

^ t , a. Employers will haVfe increased '^su|;ervisory dutieS'r 

b., Enjollees will n^ed^to be trained' ^.n eacfi job assign- 
ment. ' . , ' . ^ ^ ^ 



c. Enrollees will have a greater incide^tpe"^- problems 
than regular employees^ . . . . ' 

d. Enrollees will' only be permi«t<i'-J:o work^^^^tJ^tJUne 

: _ ^ "... . ' ' ^,f^:<<^^M^'^r 



during the school year, ^ 

e. J' £nrollees will- typically -have lower rates of pro- 
ductivity ' than regular employees due- to their part-time employ- 

menCand lack of skill and experience, ^ 

<^ 

f. A continuing 50/50 split Vill reduce administrative 
problems which might preclude smaller employers from partici- 
pating.* 

9. Programs should decide whether job development should con- 
centrate •on smaller employers with low turnover and a small work 
force or on larger employers who might better be able tp^ absorb 
the enrollees-.at the end of the program (an ideal outcfome) . I ^3J^ 
basis on smaller employers necessitates developing a great ar number 

of sites, but ti^ually leads "'to easier access for on-the-jo) counseling 
contacts and provides ]ietter feedback on- the youtH's progress from 
his supervisor* (of ten the owner of the firm). Larger employers 
have generally 'not participated except for providing a few openings 
in^some cities. If larger employers do participate,.jthey should 
designate a^ contact person, prefersCbly the immediate supervisor, 
to meet with\the counselor. 

10. Th^'pr"ogram-*^af f. should plan to evalute potential 
employers *n the basis*^p£: 

-'^ a. 0 The variety' o*f job activities for which the enrollees 

will be trained, and * 

b. £he quality of. supervision whi^ch will be* provided. 

In the VEPS programs, employers who met the above criteria 
were usually smaller employers where the owner often managed the - ,r 
business. Examples of this type of Employer. inclujd^fv^ ' ^ 



-insurance brokers 
-specialty shops 
-light manufacturing companies 
. -retail shops 
-lawyer's offices ^ 
-service firms such as appliance repair, 

'11. A careful review of the types of jobs which employers 
have available should enable the development of a training schedule 
which would include two separate work experiences. 

12. After explaining the program fully, t^e team member should 
^ be prepared to obtain specific information on the job so that it 

can be matched with the enrollee interests determined during orien- 
^ tation. 

13^. Some judgment must be exercised the job developer to 
-0 ensure that enrollees are exposed to skills that will/be useful in 
the general. labor market. Of course, proper attitude develop- 
ment and experience with tittterpersonal 'relationships will prove 

( ' . 

^valuable assets in any future employment. 

14. The availability of the counselor should be emphasized 
and employers should be encouraged to contact him if any ^problem 
arises regarding the enrollee or any aspect of the program. 
' . 15. A program might want to set out the guidelines covering 

the company's responsibilities in a"l'etter of agreement such as 
the one on the following pages (pp. 42-44 ).• Difficulties in 
-- - administering, the. program will gen^^ally be minimized if parti- ^ 
cipating jempioyers sign such a letter * of agreement. / 

, ■ . ■/ 
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, PRJVATJ^-^jECTOR TRAINING PROGRAM 

Coopera''tlVe Work Agreement ^ 
The folloi^rig constitutes .the esfkblishment of a written agreement 



b^tw.^en the spjOnspr of ^ the Program and *t^% company providifig a job train- 
ing site, ^ ^ 



!• The I [ (company) will'permit 

: (enrollee); £o enter his establishment for 



V s 



the purpose.,of gaining knowledge, 'fekill .development, work experience and 
vocational exploration in tjie above mentioned '^Company . 

II, The company agrees to' provide a york experience or job station 
whose Specif ic Vocational Preparation -time In the .Difetionary/ of OcCiupa- 

' tional Titles -is ^above level 1, and guarantee *the close supervision 
-nacessary for training* ' ^ ^ ' , o 

m •• ^ - . - .'i. 

III, The- comi)any agrees to rotate the* enrollee to "a new assign- 
ment if he is retained' beyond" 500' *hours • * '^^^ 

^ iV, The company agrees to provide their reguiar ^ or igntatlon' given 
for all employees, such as company £bur and a discussion of *the intei?-^' - 
tfelationships between various jobs ^in the company,' \, ^ 

' .y^, Th'e company agrees that 'the participation of the enrollee will not 

\. - % 

result in the disp.lacement 6f employed Workers or result- in the substi- 
tution of these enrollees^,f or tegular w5rk&i?s who wpuld normally be hired. 



VI, The company agrees.- to comply «rith the provisions of the Fair ' 
^Labor Standards Act and pertirtfent state of .local laws regarding the train- 
ing and employment of youth, *• , . 



( VII, The company, by showing just cause, has the right to terminate 

tfte trainee at any time that his progress or performance is not meeting 

\ ' 
minimu^ standards of acceptancej^It is recommended, howev^i*, that the 

prograk counselor should be contacted prior to dismissal so that adequate 

counseling an^ adjustments might be made where possible • All handling 

of comi/laints, adjustments or remediation will be the responsibility of 

the counselor, 

^^njZ The company agrees that if the enrollee's occupation is ' 
covered by a bargaining, agreement within the employer's establishment,^ 

the employer must indicate that he has discussed the program with the 

^->' 

appropriate bargaining agency and has the concurrence of the agency as 
to the on-jthe-job training, and the- rdte^ of pay associated therewith, 

IX. The program counselor agrees to visit the training site to 
analyze and eval^^ate ttle trainee's progress and adjustnlent, discuss , train- ' 
ing problems with the trainee and his supervisor knd coordinate class 
work in school. with the needs of the _ trainee's actual, work experience, 

X. The company agrees not to hire the^ enrollee for regular full- 

■ ' ' ' ' r 

time employment pntil he has been graduated from high school. [Omit for 

out-of-school programs . ] 

XI • The Neighborhood Youth Corps off ice -agrees to handle all matters 

Ik 

relating to payroll, unless the Company site desiresi to assume this respon- 
sibility, 

XII. The company agrees to provide the properly completed time 
sheets in order to assure that trainees will be adequately compensated. 
XIII^ ♦ The company agrees to cooperate, with the Neighborhood 



Youth Corps in the remuneration of trainees. ^enrolled in the program 

according to the following, procedure: , /, 

** i *' ^ ! 

NYC i::ay pay 100 percent of enrollee' wages during a 60-ho)4r 
orientation program and> thereafter^ only percent, with 
employers financing^ the other, 50 percent of wages )f or all 
r.cuirs worked, - ' 

XIV. This Cooperative Work Agreement has been read^ is understood, 

and is agreed to by the following r / _ \'/ 



Date 



Company Representative 



Title, 



Date 



Program. Director 
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IV. j |PRE-PLACEfe:NT ORIEN>TATION ' ' ^ / 

A". . Recojmnendatlon 

PRE-PLACEMENT ORJENTATION SH0U|.D BE PROVIDED BY THE ^SPONSOR; 
AREAS COVERED MIDGUT INCLUDE WORLD OF 'WORK ORIENTATION (JOB 
ATTITUDES, DRESS, RESPONSIBILITIES) CAREER -EXPLORATION SESSIONS, 
DETERMINATION OF JOB INTERESTS AND SKILLS, AND CORRELATION OF 
INTEREST AND SKILLS WITH AVAILABLE JOBS./ ' 
, ' * / ' ^^^^^ 

?• ImB.lBmentatlbti (See ISaraplar^Opd^ntiation Program in Appendix A,) 
. 1. • Programs'-which conduct a pre-placement orientation to the 
"world-of-work" will experience , fewer problems with enrollees per- 
forming at their training sites, ^ 

2. Prograins will have to decide how' much time they can devote • 
to orientation. It is suggested that the orientation sessions might 
'he conducted over three weeks at 20 hours weekly or over two weeks 
a.t 30 hours. The ^determination of the number of wee.ks should be 
made according to the time the program team ne^ds at, that point to 
develop additional jobs. The recruiting of all enrollees and'sub- 
stitutes should be complet^ed befote any orientation is done. 

3. The sessions could generally be phased as follows: ^ 
* a. Week One-^or:|.d-of-Wofk Orientation and Vocational 

Exploration^ 

b. Week Two — Continued Vocational Exploration and Determina- 
tion of Job Interests and Skilife. • • ^ 

c. Week Three — Correlation of. Interest and Skills with 
Available Jobs and Re-emphasis pn Necessary Job Attitudes and ; 
Regpons ib ili t ies . 

. 4.. Programs wh^ch^ cannot devote 60 hours to orientation should 
concentrate on "w6rld'\f-work". matters and spend less effort' in 
vocational ^exploration, \ * 



Counselors should have the flexibility to delay some refeifirals 
teyond the suggested 60-hour orientation. --^ 



to: 



5". The orientation sessions should be used by the program team 



a. Establish rapport with the enroll^es. 

/ 

b. Impart the attitudes necessary^ to succeed on § ;}o^b. ' 

c. Presents the "technical" aspects of obtaining a job and : 
working, such as: filling 9ut an applicatipn^ going for an inter^ 
view, calling in when sick, following instructions and understands 
itig payroll procedures; ^ 

d. Convey the objectives of the program and the procedures 

that enrollees are expected to follow. So^e of these might 

y 

include: ^ y * ' 

^ (i)" *Enrollees are not permit te^ to work on any day they 
do not attend school.^ ^ ^' , 

(2) Enrollees must talk with their counselor before 
they teinninate their employment. * 

(3) Enrollees are expected to attend scheduled career ^ 
exploratijOn sessions. ' ^ . - 

(4) Enrpllees are part-time workers and are usually 
not eligible for- paid holi'Says. 

e. Outline the procedures for any planned on-going vocational 
exploration sessions. (See Career Exploration Sessions in 
Section VII.) 

f^ Present some material on the wide range of jobs available 
in the community-beared as closely as possible to what will be 
available in the program. 
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g. . Begin to assess enrollees interests and skills. 

h. Attempt to tnatch youth career interests with available 
" positions. 

i. ^ Determine generally the extent to , which, remediation will 
Be needed by the enrollees. —f-^ 

6. Some youth will make a realist£c^ssessment oT^^^tJiel^-sJ^^ 
and be ready for job referrals sooner than those whose Interests 
fail to match their skills or the available job op^'ings^' * . 

7. Job referrals should be started as" soon as an enrollee is. 

' /* 

ready. . This procedure will ensure that all enrollees do not go for. / 
job interviews at the same time. The interview experience of early 
"Teferrals can be related to the entire group as an example of what 
epg)loyers expect and how to sell oneself in the interview. - ^ 

^8. The progfam-'St^ff will have to determine how iaiiy youth they 
will refer to each o^pning. One procedure would be to refer youth* 
one at a time until the company selects one." Another^roeedjire would 
be tb' refei: no more than two enrollees fdr each opening. Participating 
employers should be made aware of the type ,o-f student who is enrolled 
at the time the job development contacts are made. 

~- 9. It may be necessary for the program team to make arrangements 
far transportation .for enrollees to job interviews. 
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WORK TRAINING AND EXPERIENCE 



/ 



R e c onnnend a t ions 



ENROLLEES MAY BE PLACED AT A PRIVATE-FOR-?RC?IT WORKSITE FOR UP 
TO 1000 HOURS OF WORK EXPERIENCE PROVIDED THAT THE FOLLOWING 
GUIDES ARE ADHERED TO: 



1. AFTER 500 HOURS AT THE WORKSITE, THE ENROLLEE WILL BE ROTATED 
TO A NEW WORK/TRAINING EXPERIENCE. FOR EXAMPLE, IF AN ENROLLEE 
IS PLACED AT A DRY CLEANING STORE, THE ENROLLEE MIGHT SPEND THE 
FIRST 500 HOURS RECEIVING WORK/TRAINING EXPERIENCE AS A CASHIER, 
AND THE SECOND 500 HOURS RECEIVING TRAINING /WORK /EXPERIENCE AS 

A MACHINE OPERATOR. - . , / 

AN ENROLLEE MAY NOT BE TRAINED IN MX FIELD I>^yWHICH AFTER A 
SHORT DEMONSTRATION, THE ENROLLEE WOULD BE PRODUCTIVE. TO DETER- 
. MINE OCCUPATIONS OF THIS SORT, YOU SHOULD HSI^R TO THE DICTIONARY 
OF OCCUPATIONAL TITLES. 'ANY OCCUPATION wHCSS SPECIFIC VOCATIONAL 
PREPARATION TIME IS LISTED AT LEVEL 1 WOULD BE INAPPROPRIATE FOR 
NYC ENROLLEES, ' 

2. THE COMPENSATION WHICH THE ENROLLEE RECEIVES WILL BE SHARED ON A 
50/50 BASIS BETWEEN THE EMPLOYER AND THE NYC SPONSOR. THE SKAR-' 
INP MAY BE FOR T^IE SPENT IN WORK EXPERIENCE ONLY,. OR IF THE 
EMPLOYER AGREES, FOR THE TOTAL ENROLLEE PARTICIPATION TIMS IN 

THE PROJECT, INCLUDING ORIENTATION, CAREER COL'NSELING, REMEDIAL 
\ w^cCAT«.ON, ETC. 

3. AFTER THE 1000 HOURS WITH ONE EMPLOYER IS ^COMPLSTSD THE , _ 
ENROLLEE CAN EITHER (A) BE PICKED UP BY THE EMPLOYER ENTIRELY - 
ON HIS PAYROLL (HENCE TERMINATED FROM THE PROGRAM), AND (B) BE 
PLACED WITH AN0TH£R EMPLOYER FOR NEW TRAINING. 

^ \ 
B. Implementation y ' * , \ 




they are rotated to- new assig:inenrs after 500 



^Ife employer- 



intends to place an enrollee entirely on his payroll 



iter 1,000 



hours . 



3. If the employer does not plan to enploy an enrollee after 



1,000 hours, the program must decide whether the enrollee would 



benefit from further training and work experience. 
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,y> decree 



4. The program may>^ dec3t*B that if employers are only using the 
program to obtain trainees who have no prospect of future full-time 
employment, the employer should be terminated frqjn the program. 

5. Programs should take the responsibility for ensuring that 

'the^,:cdmpanies are providing training and work experience that will 

; 4 
benefit the enrolleecand not using the trainee as a regular produc- 
tion worker. Although the differentiation between the^e outcomes is 
sometimes difficult to assess, most counselors could make such a 
determination. 



\ 

I 

\ 
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? 
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VI. COUNSELING AND EMPLOYER CONTACT 
A. Re commend a ti on 

j CAEEER COUNSELING AND EXPLORATION ACTIVITISS ARE ENCOURAGED 
^ • AM4 should be provided by the SPONSOR AMD THE EMPLOYER ON AN ON- 
GOING BASIS. EXPLORATION ACTIVITIES MIGEI INCLUDE FIELD TRIPS ' 
A:x"D OUTSIDE SPEAKERS. • > . 

3. Inpleaentation , . — . 

Programs will have to designate program staff responsible * 
for on-goiifg employer contacts 'and enrollee counseling. Employer 
contacts will be necessary even where programs decide to conduct 
a minimum of enrollee counseling and career exjlotation. 

2- , Tne on-going employer contact provided by the private sector £f 
program should be emphasized to both youth arid employers. If fund- 

; ing permizs, the program staff /enrollee ratio should be low enough 
z:.s.z youth will receive the supportive services which employers often 
ccnplain are lacking. - , : *^^J^ * - •/ 

3- Counselors should plan to see employers or. a tagulaf 'basis 
in addition to whenever they are called -by the conpan/or the 
enrollee. Counselors should use the tima sheet pick-up (applicable 
when the program staff collects these) as one of several regular 
enpioyer contacts*.* Although a feasible {procedure depends on the 

, nunber of employers and^jtheir relative locations, one method is to 
visit employers once a monttf in person and to call pjic:.a a month 
exclusive of special requests and payroll arrangements. 

4. Contacts with ttie employers will *bfe initiated to deal with 
such itens-'as : ' ♦ 

a. Enrollee Performance 
\ b. Time Record^ and^ Pajrrbll . 
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c. Types of Job Assignments 



Aj. Emerging Problems ~ . ^P' ^n^.__ -y—: 

5. Counselors will also need to det'e%ine vhether responsibilities 
of the private sector employers outlined in Section III are carried 

i 

out. > ' . - 

» 

6. The meetings with the employers supplemented by contacts . ^ 
with the enrollees should enable the counselors to assess the: " 

a. Training and work experience provided. for the enroldees. 

b. Quality of supervision. 

c. ' Adjustment and progress of the enrollees. 

7. Counselors will determine whether enrollees should be trans- 
ferred to other employers and, if transfers are necessary, whether 
employers will remain in the progr^. 

8. ' Contacts with the enrollees should be made at school, work 
and with their fmilies at'^bme or in group meetings. Parental 
support should be secured early in the program. Until sufficient 
rapport is established between the youth and the program staff, most 
contacts will probably be initiated by the 'staff. The counseling 
contacts may be made at school, home,. on the job, or after any 
scheduled vocational educational sessions i: Some meetings might be 
held in the evenings and' parents invited' to attend. 

9. Programs should maintain a file on each enrollee that will 
enable the staff to bie informed on all aspects of the enrollee ^s 
development. Because of the close* contact between enrollees and 
counselors, complete files 'kre necessary .to provide = continuity in 
instances of staf-f turnover. 



10. It should be expected that the counselors will nave to deal 
with various crisis situations relating to the enrollee's job, aca- 
demic work and family situations. 

. 11. Some members* of the program team must plan to be Mailable 
to handle any problems during periods such as school vacations when 
the, eiirol lees will still be working. \ '^'x^' 

^12.-] A convenient method of improving the availability of coun- 
selojrs for dealing with crises is providing a business card with 
the program office phone number, for all enrbllees and participating 
eraployers. (Counselors' home phones may be listed also.), 

13- Any program can expect to have some youth who quit their 

job, are terminated, or who leave the pb^ram. When an enrollee^ 

*^sks to be transferred or leaves a job, the\taff will have to deter-- 

nlne whether th^ enroilee should be placed with another er.pioyer 

if the youth desired to remain in the program. One procedure that ^ 

can be used to ensure that the counselor knows an enrolLoe^ is quit-ting 

is to ask* that youth not to quit a job without first discussing the 

'situation with his counselor. 

14. The program should^ replace any yoifth who ternina:tes his 
• > 

esiploynent wit>, participating employers who are fulfilling their 
raspcr^ibilitias as outlined in Section III. However, tareful con- 
sideration -should be given to replacing youth at tzompanies which 
'terminate enrollees. For example, the employer should have made 'a 
sincere-. effort with the enroilee and his counselor to solve *any 
difficulties before terminating the enroilee. In cases where the 
employer has made 'an effort to work with the program, it is reasonable 
t;o r*eplace the enroilee from the pool of alternate enrollees who 
received pre-placement orientation. If programs do not maintain a 
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^pool.of ^nrollees in public sector NYC jobs, *they run the ri^sk of . • * 
losing employels with gcfod 'work statipns if ^y. youth quit the pro- ^* 
gram.- , - . ' ' * ^ , ' , - • 

15. Many- cities have^in'ade^al^^ public trafisportation, especially 
during the npn-peak hours that »any youth wi^'Jip traveling from 



school to their job. Job placement, counselors should keei) in mind ■/ 
that the youth will be traveling f roin schooP^ t^"" work during the . 
school year. Bus passes or tokens should be .provided where possible. 
16. Counselors should attempt to alj.eviate severe transportation 



problems throUgh job placement near school, and homej'lassistance in 

using public or school transportation, arranging carwipool^, etc. 

- i . • 

Counselors should avoid creating situations in which' the gnrollee 

becomes dependent upon the program staff for work transportation. . 



- « 



■ m 
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VIl' CAREER EXPLORATION ^SESSfoNS 
A^ Recommendatl^siis 



3^ CAREER COUNSELING , AND EXPE6rATI0K ^ACTIVITIES ARE ENCOURAGED 
^ AND SHOULD BE ^PROVIDED B¥ THE t'SPONSOTl? AND .THE ' EMPLOYER ON AN ON- 

GOING BA§I£. EXPLORATION ^ACTIVITIeI"^ MIGHT INCLLDS FIELD TRIPS 

.and. outside speakers. ' ' ' / 

'.:2. in-school and summer nyg .sponsors should also be encouraged 
' ''to Establish a linkage with .the school's' vocational or'work_ 
.v 'experience division to assist in the .development. 0? a career . "7^ 
' counseling/exploration curriculum, exc. ' ^ - ? 

B. ' Implementatioa . (Sjae Safiiple Vofcat;ion£^i^Exploratdcn ,?r^g in 
Appendix B.)^ . - .' 

i. Where programs^' devote time to presenting a* vocational , 

• . i — ' . : V ' . 

exploration program desigjied to expand the career horizons-^of ieixrollees, 

/cat least one staff member ^should be familiar -with vocational and 

-career guidance materM^s ai£d their presentation. - . - 

/ 2, . Th^^Qiiati-onal spje^iatist wiri^lsorxfevx>te hi^ ef f orts_J:oward: ^ 

^ a. Arcajiging s^^l .}^e^<lles tovallow for work. 

b. Matching school subjects ^^'^ob jpslgnment to eii^^^leeVs' >^ 

^ interest. , ^ ^-c "* * • ^ , * 

• * ,^ c. Attempting^ to arr^ange a^adem^c credit for the work^ e;xp'eri- 
^!:» . / * ' ^ ^ 
ence^ obtained^ thrpxi|^ tre^' program. 

3. The exploration'^irjogfam may utilize a^ vafiaty of techniques ^ 
- but should Include field tfip^ and outsider speakers. Small-group 
* sessions wi.th maximum youth particip^tifin have been effective in- ^ - ' 
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the past. - • ' ' . ' ^ \~ • -^.^i 



4. The vocational e^lotatipji prbgraip that is presetited by the - 



^taff may be implemented in^ependehtly of any regular school system ' 
work experience, program. cities where NYC is spqjis'ored by the. ^ ' ^ 
school system* oir an arrangement catrbe Agreed *upoii, youth may be " 7 . 



placed in the school's program to serve as a foundation which is 
e^ipahded upon by the program staff-. The rationale for a separate 
and supplementary program^ is simply that if enrollees not previously 
in the school's regular work experience programs are selected (see 
suggestions in Section II), the^^ogram^enrolLees will 'need additional 
emphasis and material. The VE^S expejrience has shown that they 
will have a number of problems which iji^ed the close attention, of . 

counselors as well as an' opportunity fo meet in Smaller groups for 

*^ ^ 

more individualized career exploration. 

5. A bi-weekly vi^cational exploration session of four hours 
app'eats to provide*^ the most effective scheduling in terms of making 
sessions on-going, bfit leaving ample ti^ne for on-the-job training. 

6. These sessiqns should be started a3 soon as. ^:he progr^ is 

* ' . ' * f. 

Implemented and^onfiinue without interruption. If ^ they are not . 

started as the program begins, it is much more difficult for thfe 

» 

'emprlc^^ers to accept them as T)art of . the regular program. 

7. In mQst cil^ies the Birwe^kly session§^''can be conducted at 



a school' or the NYC offices. One method is to meet all youth enrollees 
in one or^!^5?o schools at a regularly scheduled tiipe I , 

; ■■' ^ \ V ' ^ * " V 

8; .\Bi-weekly sessions with 20-3d enrollees each should leave 
-ample time free for the staff to arrange emt>loyer' contacts and enrollee 
counseling. ^ • 

' ^ Bhe- program team should determine^the remediation needs of - 
the enrollee^s' during the summer vocational ^ploration sessions. This 
will enoble^def inite arrangements; for meetitig these needs to be made 
prior to the'beginning of the ':school ye'^t. "Experience with .VEPS pro- 
grafts suggests that the tiaiqlCj. remediai area^ will include;^:- Jiijathematics 
reading,- aiid social skill^v^: 



10 • In addition to conducting Jthe' vocational-^ exploration sessions, 

* 

the program staff should work closely with the in-school NYC counselors 
and regular high school counselors to: ^ 

a. Arrange enrollee school schedules to allow for their 
work. • * •* ' 

Match school subjects to enrollee 's job assignment and 
interests. ' ^ 

c. Attempt^ to arrange academic credit for the work experi- 
• ence obtained through the program, 
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f < APPENDIX A. SAMPLE ORIENTATION PROGRAM 

The following program outline and the accompanying attachments were 
designed by the Center for Urban Programs based on orientation programs 
conducted in VEPS cities. The attachments referenced in the outline 
, follow page A~6 and are separated so that they may be duplicated and 
distributed as resource pages during discussion sessions. ^The enrollees' 
can practice filling in the required information on some items, such as* 
t;he sample application forms while others provide information. The ' 
eiitire program outline with attachments could be distributed in place 
of the several attachments. 



Ful3Time 
Employment 



Hi^h School 
'Graduation 



STEPS TO 
JOB SUCCESS 



Career 

Exploration 

Sessions 




Counseling 

Job-Training 
and Work 
Experience , 



Report 
for Work 



Employment 
Infearview 



Job Referral 
by Staff 



Orientation 
Sessions 



Selection 
for Program 



t 
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PRIVATE SECTOR PROGRAM ORIENTATION OUTLINE I 

I, Introduction to the Youth Training In the Private Sector Program 

I (See Attachment A) " • ' . 

Purpose of program 
. Role of the program team 
^ Emphasis on school work, training, and work experience 

II Attitudes Necessary for Succeeding on the Job (See Attachments B and C)- 

Why people work 

i 

Developing responsibility .^^ ^ 

Setting goals In life ^ „ ' 

III, Assessment of Enrollees Talents and Interests (See Attachji^ht D) 

The program team' shouJ.d administer some type ;of . Interest qr 

occupational Inventory test (See Appendix D for a jl*istlng of such 

tests). In addition, Attachment D might be used ^to determine how 

much >^}je students know about the world-of-work. If It Is used, It 

• ' ' ' t 

should be lemphaslzed that It Is to help < the counselors provide* In- 

formation J and not to fall enrollees. A^mvwu 

V. Interpretation of^Assessment and Setting Goals (See 4M^chm|tit E) 

The Inventory results should be used to guide st^^^^^.into 

thinking about private sector jobs that best match '\helr inteifests ' ^ 

' and abdlljtles. A plan for the enrollees' year can be developed.- i 

' Employer Fact Sheet . • ^ - ' 

The Orientation team should construct a sample list of parti- ^^^^^ 

. clpatlng companies with tK'e types of jobs that ,ar,e* ^vailabl^. The 

employer fact sheets can be utilized to get the enrollees to think 

' about what they would like to do in te^s'of what is available. A 

possible fopiat would be: ' , , 



FOBMAT 

COMPANY LOCATION TYPES OF JOBS . RATES OF PAY 

XYZ-Corporation 100 Main Street ^ Clerical $l.*60/hr. 

VI • Getting a Job—The Application ' (See Attachments F, G and H{^ 
■» • , • • « 

r ; ' - 

The staff (Should present the typ6s of infonnatix>n that an 

• • -|.|^ ' • ■ ' 

• enrbllee shoivld\have for filling out applications and provide 
ample opportunijty for enrollees to fill out sample applications. 
Although some participating companies may not use their regular - 
procedures, others can 'be expected to employ their regular appli- 
cations and iscreening tests such as for typing, and sales"(math) • 
Counselor^ -should prepare enrollees referred to clerical posi- 
tions- for the possibilities of typing ^d filing tests. ^ ' 

VIJ. Getting a Job — The Interview (See Attachments ]L and J) 

Role playing and films*can be usejd* to practice for "the "actual 
job interview. Several cities used/ role playing with the 
enrollees acting as the personnel director and prospective i employe 

They took pictures of the' enrollees at the **interyiew" to show 
>• • * , 

. posture and grooming. The attachments provide sample information 
Vyhich ca.n be used in role playing:rand general preparation. 



Succeefling on the Job ' (See Attachments K, L, M, N, 0 and P) 
Orientation leaders discuss the DO's and DON'T's of working 
\^^'h enrollees. Films and role playing situations could also be 
used. • e • * , 

K « , Leaders should use some method to ensure that, the enrollees 



^ have all necessary information concerning their job aftd the pro- 
gram; (See Attachments M or N) 
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IX. Paycheck Information 

Orientation session leadei^s should have a sample paycheck, for 
u^e in this session* 

You should know the following information about your pay: 

On what basis are you p^id? 

*• 

Hoytly? Weekly? Bi-Weekly? Monthly? 
The difference between gross pay and net pay: • . » 

Gross Pay: Salary before deductions. 

Net Pay: Amount you receive after deductions for such 
V items as taxes. 

What are the varibus payroll deductions?-...^^^^^^^^ 

Federal Income Tax 
Social Security (PICA) 
City Taxes (where applicable) ' 
State Taxes 'j[where applicable) 
.Union Dues ,(if any) 
Insurance 

When do I receive my paycheck? ^ ^ 

' T * 
i Where do I receive my paycheck? * ^ 

i' Who do I see if I- have questions .abopt* my paycheck? 

I. ' ^\ 

• X.' Budgeting ^ , ^ ' 

Orientation leaders should disQuss budgeting with as much 
group interaction as possible. Staff 'fehould be mindful that at ; 
first youth will often want to allocat^all their earnings"^ to cloth 
ing and entertainment . * . ' ' - 

Sample Weekly Budget . ^ ^ 

Gross^ Pay (^$2.00 per Jiour for 40 hours) , 




IP . • 



"Net Pay; (Gross pay less taxes, and other payroll 
deductions 



$80.00 •» 
65.00 



WEEKLY EXPENSES v ' ^ ' 

Transportcftidn ($1.50 per day) $ 7.50 

Food, (Lunches and Snacks/ ($2.50 per ddy) 12.50 

Clothing ^ ^ , :. ^ ^ 15^00 

Entertainment • ' 10.00 

Home Expenses ' * ' * 5/00 

Savings „ _ 5.00 
Other Expenses , ^5.00 

Emergency Fund 2.00 

Total Expenses (Compare with Net Pay) $65.00 
Equal Opportunity Employment (See Attachment Q) 

The attachment can be used%to review the meaning of equal 

opportunity* eiAployment. Staff should be aware of the procedures 
to be ^ollov/ed in the event an enrollee m^kes a complMnt. 
\ Uniolis' ; ^ f : / - . 



Orient^tipnTleaders should check with paijticipating companies' 
to determine whether this section is applicable to the enrollees. 

Enrollees shou]^ know the following information abbtit any 

/ [ 

unions at the plaqe of their employment (Only a/syall numbet of 
work stations have been involved in companies with unions.): ^ 

Are they required to get a permit or joiii the union? 

Name of the union. , - . . ' 

Purpose of the union. ' ' . ^ ^ 

Name of union representative for their work unit. ' 

Dufes paid: When? Hoy much?, Where? Why? . ' ^ 

How does the union status of their co-workers affect theii: 
responsibilities? ' * ^ 



'What should enrollees do if there is a strike at . the compai^yl 



— as a non-union worker. 

^^as a union worker, 

XIII. Vocational Exploration 

Explain the format for continuing vocational exploration 
sessions. 

Introduce ideas concerning occupational clusters and career 
ladders^ 

Give overview of sources of information and topics to use 
in researching a career. 

NOTE: 'The amount of ^ vocational exploration presented during 
the orientatibn sessions can be varied depending on 
the progress of the overall orientation program. 



\ 
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Attachment A 

■ (1 of 2) 

GENERAL YOUTH TRAINING PROGRAM INFORMATION 

> ' 

Hours of Work - The schedules will vary from work station to work station, 
however, enrollees will normally work 40 hours ^ week during the summer 
and not more than 15 during the school year.. 

Pay - Enrollees will receive $2.00 an hour. ^ 

faytro^l Procedures - Each enrollee will have his/her own time card for each 
.pay p^iod. The 'time will be kept by the supervisor,- not by the enrollee . 

a.. oWhen an enrollee is ^^ced on a job*, a time card will be given to 
th^ agency.^ /If the agency is new, the counselor will deliver the^ 
okfd and ey^^SL^n the pirogram payroll procedure *to the supervisor. ^ 



b. /' The enrollee time card will be signed by the enrollee and the super- 
, visor. ^- ^ * . ^ , 

c. If an enrbllee complains of shortage of pay, an iavestigation will 
take place, and if warranted,' the pay '<:orrection will be made the ' 
following payday.*^ ^ ^--^ 




d. No special checks will be 
Holidays - oThe program does not pay fortholidays. 

Overtime - No enrollee will be paiij overtime. ' ' j 

Sick Leave - No enrollee will be paid f or ^sick leave compensation. 

Lunch Hours ~ Enrollees are not paid for lunch, hours. ^ ^ 

Vacations - No enrollees are entitled to a vacation because the program 
is a training program, not a full-time jofe, ' , , 

School - All enrollees are required to attend /JEull-time school during 
the Regular school year. ' 

Counseling Both individual and group cot^alimg ^11 be provided to 
all enrolle^es. Counseling will'^provid^ enMur^gement and assistance 
in personal^ social, economic and vocational a'djustm^nt. Vocational 
counseling will cover job ^application procedures, liiterview behavior, 
and, in general, an introduction to the world of wotk. 

Evaluation - All enrollees wi^l be evaluated by their supervisor, and 
such ev&luat\ions will be discussed with the enrollees. 

Transfer Whiie in Training - No enrollee is eligible for a transfer during 
his training period without the approval and recommendation of his counselor 



Attachment A 
, (2 of 2) 



13. Attendance - If you are absent for any reason, be sxxre to contact your 
work supervisor before you are to report to work on the day of absence. 

14. Quitting ^ If you wish .to leave the progrtoi^ .please contact your coun- 
selor. \ z * 



hminniBTirrTiTiaiia 



Attachment B 
\ (1 of 2) 

INDICATORS OF GOOD WORK HABITS^ 

Punctuality and Promptness 

1. Prompt arrival to class or job. 

2. Prompt response to signal. ' 

; 3. Work submitted on time. . • 

4. Regular attendance. * ^ " 

5. Begin 'to work promptly . ' \ 

Responsibility ' * * . ^ 

1. Requited tools and materials brought to class or work daily', 

2. Homework, if any, completed on time*^^ 

3. Projects completed on due date. 

4. Make-up work because of absence turned in without a reminder. 

5. Careful performance of assigned duties. 

6. Careful use of materials and equipment an<^ economy in use of' 

supplies. \ , 

Cooperation ' " - 

1. Vol-unteering- services , 

2. Accepting assignments graciously. 

3. Participating in class discussions . 
^ '-4. ' '.Assisting-^ ther students in group work. / . - ^ 

5. Developing a "team spirit" in , class - \ 



Hones ty 




1. ^Honest reasons given for defects and^ mistakes. 



1. Keeping ^ecess'ary materials' together . - 

'2. Keeping desk^ or work areas neat -and 'orderly. 

3. Arranging and handling tools and /materials. 

4. J Preparing working ertvironmentji and space. ^ 

^5. Apportioning time. . - 

' 6. Exercising jcommon*sense and judgment in carryiiig oufe^assignments 



Voice and , Speech " ' * / . ^ 



J.. Clear and fluent,' not too fast'. { . 
2., Correct and pleasing. 
.3* Avoiiiance ^f slang. 



Attachment B 
(2 of 2) * ^ 



Industry, Perseverence, and Self-Reliance 

1. Application to the'jofe at hand. *- 

2. Development of the ability to concentrate on tasks. 

3. Ability to carry through an assignment to completion. 

4. Development of -good routines. 

5. Development of initiative — doing the work that should be 

done vd.thout being told. Asking for assistance when needed. 

Emotional Control ' 

1. Ability to see the other person's point of vi^» 

2. Capacity to control mental and physical responses to situation, 

3. Feelings not easily hurt. 

4. Sense of humor. 

Tact and^iscretion 

1. - Saying and doing the right thing at the right time. 

2. Avoiding gossip. 

3. Ability to deal with others without giving offense. 

Loyalty ^ . ' - - 

1. Taking pride in being associated with your organization, regardless 
of the. level on which you serve. 
^ 2. Not reluctant ,to do .more thaa paid for. 

3. Respect ''for *those in authority., ^ 

' ' ^ * ; ' ' - - 

Personal Appearance and Physical Fitness -^ . . . 

1. Appropriate grooming and dress* A . * ^ - ^ 

2. Cleanliness of person and attire. , > 

3; Appropriate hair style. * \ 

.4. Good healttf habits. ' . " * 

* 5* Appropriate make-up. * • " ' / 

6. Plea^sant facial expression.^ ' " ^ « 



-AL t i t ftde y — — ^^-^ -^-^ = ~- ^ 7- 

1. Pri^e of Workmansliip . - 

.'2. Cheerfulness. t§ ^ ' • 

'3. Willingi;i'ess to worfo and cooperate^'witK'oth^S'* • 

4." Desire for improvement. \^ 

,.5. Willingness^ to accept criticism. 

Behavior . ^ ' . 

1. Courteous, * 

2. Avoidance of such distracting haljits as, chewing gum, rattling of 

, paper, mfimbling,- humming, loud ;talking or tinkering with machines. 



Attachment C 



PERSONALITY AND JOB SUCCESS ' 



VOTING SHEET- 



ASSETS 



Alertness 

Cheerfulness 

Cooperation 

Courtesy 

Deoendability 

Enthusiasm 

Honesty 

Industry 

Initiative 

Interest in the customer 

Intel! igence 

Loyalty"" 

Memory 

Orderliness 

Patifence 

Personal Appearance 
Poise 

Sense of Humor 
Sincerity 

Tact and Otolomacy 



LIABILITIES 



Aloofness 

Anhoyinq Mannerisms 
Familiarity 
Givinq Excuses 
Indifference 
Jealousy 

Know it all attitude 

Procrastination 

Rudeness 

Tendency to arque 
Tendency to comolain 



-READ CAREFULh — ^ 

By selectinq lO'of the Personality Traits which are to be encouraaed 
and 5 of these which should be nanimized or eliminated, we have the 
basis for an- intensive discussion of traits that^you ''consider most 
imoortant. From. this discussion you Will be able-to develon a'' 
orogram of self-imorovement. ' - - 



Source: Coordinators Guide for Occuoational Relations, Universityj of Minnesota 
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A'ttachinl^t D 



Last , . • First 'Aoe • ' ..Date .N^i:' -^'Tirade,' 



"INVENTODY ' i.- . • V , * 



The following inventory 's to find out how muc^i," .-^ - 

you know about jobs and "the world of work-, ^lease Yes,: , I -' 4*jn' No •■ 
, answer each Question by oliiclnp an X in one .1 ' think "^Npt I 

of the four lines to the right of the question. Do ' S6 <^t/Fe Don't 

, • • • , V ' ' V" ''■ - ■ ' 

1. Do you know, what your stronqest interests are? 1. ' ' ''^ 

r"" 

2. Do you know what you a^^ej^st interested in? 2. __ — ' -' 

3. Do .you know in what areas your highest abilities are? 3. j_ 

4. Do you know what your best aotitudes are? 4, 



5, Do you know how to relate your*" interests, aotitudes 5, 
and abilities to oossible occuoations? 

6. H • filled out a job aDolication? 6. 

^7. Have you ever been .interviewed for a jpb? ' . » , 7* 

8, Do you know what you will be dainq aft^r you graduate? 8. 

Do you know how and where to look for enolqyment? " 9, 



Q 



a\ Do you know the kind of job you will be looking a. 
for? 

b. Do you know the amount of school inq needed for b, 
this job? 

€• Do you know the kind of training needed for this' c, 

job? - <^ ^ 

d^'Doyou know what advancement coDcrtunities there d, 

are on this job? _ 

^ Do you know what an aoore^ticeship^is? 10; 

H\ Do^you know^at on-the-job training is? * -ft "11. 

I 

42^-Da-you know how and where to look for occuoatlonal .12, 
information? * , ' 

13, Do you know what schoc(1 or schools would be best for 13. 
you to attend after high school graduation? 

14, Do you feel you have had helo in school regardina 14. 
the questions Tiste^ above? 
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a. If no, would you like^help in planning your a, 
future? 

b! If yes* who provided this helb to you? - b, 



teacher coun- narent other 
' selor 



Attachment E 



- 'MX. SELECTED GOAL 
\MY PLAN 



1.;)^'nne b1a poaT that I- really w\nt to accomoUsh |s: 



2. Here is how I am going to make orogress toward this goal: 



3. My deadline to turn this olan Into reality ls; • 

4. Here are abilities and skills that I have that win helo me achieve this 
goal:__ 



5. I have detailed knowledge of the foUowlnp sub.lects that win helo me reach 
inygdal: • ... - * 



6. .Here;are areas where I need more information, help, skins, and knowledgp: 



7. • Here .are places and pepole I can go to to get help, to gain knowledae, and 
Information; and to master the ^nis I nee^t: ' 



8. Here -Is the first stepf^|-am going to tike (this week:):. 



NAME 



ADDRESS 



DRIVERS LICENSE NO. 



AGE 



HEIGHT 



EDUCATION: 

High School 



f 

P«res 



Attachment F 



PERSONAL DATA SHEET 



PHONE 



CITY 



tjrf<5H T^^ S OCIAL S^U^ITY NO 



Subjects PJresently Taking: 



PREVIOUS EMPLOYMENT: 
J 

NAME OF FIRM ' 



ADDRESS: 



JOB TITLE: 



EXTRA-CURRICULAR ACTIVITIES IN SCHOOL: 



PRESENT INTERESTS; 

REFERENCES: 1. 

2. 



ADDITIONAL COMMENTS: 



School 

OVT Prooram 
Period 



Do not print (Sample) 



Position applied for — ^"l. 
Namc 



APPLICATION FOR EMPLOYMENT 



.Date-.. 



Attachment G 
(1 of 2) . 



Print or 

Write 

Legibly 



Heights ^ Woi-lit 

Addresf 



^Age — 



' iStr**et or RFD i 



(City) 



(State) 



, Previous nddre*?^ 
Birth date I — 



Telephone No, . 
Social 

Securitv, No. _ 



fMonthj iDavt (Year) 



Birthplan* ^ 



(Citv ) 



(State) . 



Number and ape of dependents 
Relationship of dependents 



CHECK ALL THAT^APPLY: 

Female . Oun home 

Male Rent 

Single . s - Board . 

Married ' X Live I Parents I Businp^^s or occupatlo'n of father : 

Widoucfl , ^ With (Relatives) for mothcrl : 1 

»^ Purchasing Home 

JnteresteH in — Jemporary >\ork Full time Part-time 

Saturda) onlv <. Salary expected , . 



Are \ou respansible lor your entire support ..^ 
Number Apes 1_ 



„? Others who are dependent on you for their support: 



Nature of nny physical defects 
Recent illnesses 



Date of la«t ph\«ical evamination 



Eduration 


Circle 
grade 
completed 




, 1 Major 
Subject 


J Graduated 


Elementar) 


1234 
56*7 8 


/ 1 ' ! - - 


High School 


123 4 


\ i 

\ 1 

; j 


I 
1 

1 , 


1 


Business or j 
Vocational 


1234 


1 


-n 

1 

1 


i * • 


College or 
University 


1234 
56 








Night or Cor- 
rcspondenee 


1234 


t 

1 
J 


1 


\ 
1 



Give details of any other educational training-'- 
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^^1 



^ Xifhai arc your hobbies? 

In case of illness or 

emergency, notify:. Name 

AddrriFS 



tSttapninent c; 



Relationship 



Telephone 



Why do you feel qualified for the position f^r which you are applying? 




PREVIOUS EMPLOYMENT 
(Last employment first) 




Other remarks: ' 



Physical qualities 
Intellijgence — _1 
Leadership 



^Appearance and Grooming 
Work best suited fbr 



ERJC 



Anplicant's Si;>natujL.G_ 



i 



APPLl'CA.TION FOR'BiyiPI-9YMENT 



PRINT * 



, .MISS 
NAME MAS 



pATt . 



At-t-arhmG 


nt M (1 or '2) 


JOB 


CLASS 


DATE 


INT 


STATUS 


























TCL NO 



HOW LONG HAVe VOU Cl,VCp IN THIS CITYT 



DATC or BIRTH . 
/ 

, / 

A^t you SINSLC 



/ 



_HOW LONG AT THE AtOVt AODRKSST. 



LC j MARRIED j 



_WHAT PROOF OF AGE HAVE YOy 



WIDOWED I Eft 



SEPARATED^ 



□ 



ARE YOU X 

CITIZEN OP U S A 7 -7-^ — ^ 



SOCIAL 

SECURITY NO., 



NO D*- OFPCNDENTS . 



. AGLS OF CHILDREN. 



,_§0 YOU LIVE WITH SPOUSE PARENTS > OTHEft 



PCPSCN TD NOTIFY IN CASE OF ACCIDENT NAME. 




, ADDRESS JL- 



PLEASE COMPLETE BALANCE OF FORM IN YOUR<OWN'HANDWRITIHa 



DICTATION SPEED 




OR RIGHT HAND 



y. HOLIDAYS OR DAY. ZVZfflHQ OM NlQbn- HOUfti 



OTHER SUSINESS MACHINES^ 



CITY AND STATE 



MA»N SUBJECTS STUDIED 



NAMC pNCCR WHICH ATTEAD^D SCHOOL, II 



3C».OOL OP dAMPUS ACTIVITIES ANb HON 
eKCI^U'>t CHONIZATlONt TH£ NAMC Of WM 





chaoc 
cOMPcc rco 



HACK. CMCtO COLON Offi NJLT lONAL ORIGIN OF ITS MCMSCMS | 



ABE YOU A LI^CCNSED MOTOR VEHICLE D^RATgl^^ YES* 

, HAVE ^PU EVER BEEN ^RRESTED TOR OTHER THAN MINOR TRAFF 



IC VIOLATIONS? ''^-'"fr 



•F YES. IJIVS, (11 OFFEAJSES (2) OXTES. i3i PLACES Of' AHRCSr AND l«) DISPO^M&N O^ISaSCS 



K'NO DF WORX DE^tPED 



wr7 



HAVE YOU EVER APPLIED FOR WORK WITH ANY cbmP'/kNY BEFOR|'_ 
WHAT 6KO0CMT YOU Tn mip^rrmPAMY^ • , 



>'F YtS WHERr »_ 



HAMEOr FRIEND DR RELATlVf. IN COMPANY , 



>^ ^NKW9^ArCN AO WAOlO rNlfNO CTC I 



•rr 



PLEASE FILL OO"^ REVERSE SIDE OfC^ FORmJ 



1 
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f ^ ' Attachment I 

. HOW TO PREBARE YOURSELF FOR JOB INT ERVIEWS' V^' 

.1. KNOW YOURSELF - 'Your' prospective employer will want to know your 

Interests and qualifications, so be prepared to tell them briefly, 

intelligently and QlearTy during the^ interview.. \ ' • • 

through A-5. . ' 

2. ANTICIPATE QUESTIONS THE EMPLOYER MIGHT ASK - Be prepared to tell why, v 
you want the job and why you want to work for the firm lor ao.pnry./, yJ^^ 
Know something about the job you^are applying for. . - ■^k-^^';;^ 

3. CHECK YOUR PERSONAL APPEARANCE - Be neat, clean and appropriately 
dressed. Don't wear heavy make-up or stronq oerfume. Don't chew gum 

' and don't smoke unless invited'to do so. , 

4. GO^ "hj I^^INTERVIEW ALONE - The employee is interested ^in you ^'n the ^ ; - 
rSsent yoursjelf . He doesn't want to hear. what your relatives or. 
hi>ik of your^ qualifications. He will judge fpr himself. ' 




way 
friS 



5. ARRIVE EARLY - Get to the interview at least five minutes ahead of time, 
, Present yourself if? a^ straightforward manner. Let the Veceptionist know 

^ * who you are and whom you wish to see. / • 

• A 

6. BE ALERT DURING THE INTERVIEW - Si.t up straight^ajid look'alert during the 
interview. Try ta be at ease an-d to answer- your prospectivesernpl oyer 's 
questions in a business-like manner. " . • ^'/ • j 

7. BRING A FACT SHEET - A fact sheei^ about your, jobs, dates. of worfc;, wages 
and kiods of work i^ essenti'al. If you have this information witKvyou, 
It will make filling out ah appl ication tnuc*h easier. ' . \> 



feach agency or firm has its own application form, but generally; aj^ application 
sforms ask the following information: ' : ' 

a. Name . • * ■ • \ • 

b. Address, telephone \ , - - 

c. Date of birth and place - \ \ * . • ' 

d. Driver's rficense , ;\ ' * • " 

e. Social Securijty Number > . - , • ;^ . 

f. Work Permit^ ' • ' ^ ' ' ? - , 

g. Draft Card • . ^ \ ' ' * • ' 

h. . Names and addresses of former employers- ; ' , 
1 . Dates worked ^ ' 

j.. Salafry , • 

k. Names- and 'addres'ses of tw'people othe^'than relatives / . 

' ^^^^ and.j^our backgrxmnd ' . ' . 

V. Names! and addresses ^dt-^lL schools you* attended ' 
m. 'Dates you|^ttended eaclj school / - ; ; 

n, ;Dat€!s of; graduation and di pi oma. received . . • ' ' . ' , 



Attachment J 

/ , (1 of 2)^ 



; jgpUR JOB INTERVIEW 

TheMobQinterview jias a dual purpose: For you to appraise the, job, employees 
airti organization, and for the employer to appraise your qualification, appear- 
ance and personality to determine youl: general fitness for the opening and 
-.whether the posi^tion meets your needs and interests. 



PREPMIATION : 



NEVER take anyone. with you. 

Take all necessary papers and* information with you. 
Check your personal appearance. 

Arrive a few lainutes early. ^ 

Learn .all you can about the company. 

Know the job or jobs you are looking for and how you 

qualify for them. 
Practice answering the following questions. 



TYPICAL INTERVIEW> QUESTIONS ; 



What kind of job afe you interested in? ,Why? 
What training have you had? 

What experience have you had? / 
Why do you want to work^ for thiff company? ' *\ 
How did you happen to hear about this job or this company? i 
Do you knov^.-anyone x5ho works here? * . . ' \ 
How Have your previous empl<jyers treated you? 
Have you ever held more than one job at one time? When? 
Did you like your -^as-t Job? Why? 
Why did you leave your, la^t' job? 

What plans do you have for your future? (Career - Personal) 

Why did you choose this particular type .of- work? 

What do you do ,in your spare time? 

Do you- plan to continue your education? Why? 

What subjects did you like best in school? Why? 

What subjects did you particularly dislike? Why? 

What school activities have you participated in? 

What do you Expect to be, doing 10 "^20 years fr^m now? (Job, 

family ; residence) 
Do you expect to staift or own a business someday? \ - 

What are your hobbies? 
^Have you eyer*be6n^in trouble with the police? Explain. 
^Do you have any physical defects or recurring illnesses? o. 
Do you expect to s^tay in this .type of work? Why? 
What is your attendance tecdrd? (School ~ work) 
Why is a job imppftint to you? 
How do you usually spend your vacations? 
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'QUESTIONS YOU MIGHT ASK ; 



• ■ Attachment J. 

• ■ X2of-2) 



' / ' ' . * ' ' 

Must you join a Union to be emp^Lpyed?- / - /. ^ 

Are special tools, uniforms or safety equipment '^urni-shed , 

or must you buy them? - ' / - . - ' 

^ What educational plans or training programs 'are available 

to you? -y''^' ' ' 

• . * What are the advancement opportunities and ^promotion policies 

of' the* company? ' ^ ""^ *^-r^ 

W-ill the job require working ^shi|;t3?'' / ' - ' 
When can you- expect to be notified'about whether or^dt you * 

are hired? \ ' ' ' * * ' . 

How long will yout application 'be kfe^t in the active file? 

How can it be »r)bnewed?' ^ 

OTHER INTERVIEW TIPS ; 

Use correct Etfglish. 
' Dress neatlyC- usually conservative clotljing is best* Your 

party clothes are best for other events, '\ 
* Arrive on time - a few minutes early* S'isyea better , 
Be alert, courteous and attentive,^ ' - ' 

Watcfi your posture. Do not slump," in the chair, 
Be honest about yourself, Dori',t exaggerate \^r underestimate 
your abilities,'. " : ' ' ' 

e . * ' ' - - 

Remember: '"four rating starts when you arrive. Where and 
• * how you park, the door you use, how you conduct 

yourself with the office staff, Vhat you do 
while waiting and how you acknowledge introductions, 
. , \ • always furnish the interviewer with clues to your 

' behavior and personality before the interview starts 
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Attachment K 



V PERSONALITY AND JOB SUCCESS , . - 

\ • . : ':,r> 
Thirty-one physical characteristics that hurt your nersonality. , • 

. ^ Explanation: Frequently we offepd others unknowingly , The list that- 
follows was comniled from the results of hundreds of answers to the question, 
"What physical traits keep people from presenting a pood aonearance and hence 
hurt their personalities?" 

Directions:^. Place a check mark before each item that APPLIES TO YOU. 



Dirty fingernails 
Dirty hands 
Beard ' 
Excessive makeup 
Powder smears or dabs 
Yelibw or unclean teeth 
Food between 'teeth 
Dirty neck 
Dirty ears 
Greasy hair 
Dirty scalp ^ • 
Dandruff 
Hair too long 
Ragged fingernails 
Dirty shirt or\blouse. 
Dirty collars' and cuffs 



Unshined shoes 

Body odor (Do you know?.); 

Slouchy walking 

Awkward nosture' 

Hair not combed 

Greasy ,skin 

Gaudy fingernails (airls) 
Broken shoestrings 
Buttons missing 
Dirty hankerchief 
Wrinkled clothing' 
Soiled, dusty biirse 
Too much perfume 
Runs .visible in hose 
Soiled suit or dress 



Number of checks 



.4^ 



If you checked fewer that. five items, yo^ are neater^ and better 
groomed that the average man or woman.' on the street/ 

If you checked 'between five and ten items, you are below yaveraae 
in neatness and shouldido somethin-g about it. * 

If you checked mare than fifteen items, you are in oretty bad shapev 
Dratetic action is netessary. " , ' ^ 

Loak over the fEefffe^ that you checked. Every one- is a nersonal-i ty ^ 
defect in the eyes of othrer. persons. Every'' brrsr of, these defects xan 
be eliminated. . • ' ' 
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HINTS FOR JOB SUCCESS 

♦ m 

DO : Be on time. 

r - 

t Duress neatly. 



Dress appropriately. Check to see if ^ the firm has a., 
dress code., 

Alw^^s call in if y^pxi are sick or going to be late. 

If you have questions about the job, ask your supervisor 

Take your responsibilities seriously. 

Make an effort to get along with your co-workers. 

Set some standards and goals for your work experience. 

Know about ^he company you are working for. ' 

Be careful with company property. 

Observe safety rules and procedures. > 

Follow instructions carefully. _ * " 

Be honest. . ' 



DON'T : Loaf on the job. 

. ' Ta ke l oiig lunch hours. 



* Take long bre£lks< 
Be afraid to ask questions if you don't uhdeijstan'd. 
Be hostile anflj.be^igerent, 
, Be insubor^^nate\v 
Be dishonest. 



^ Attachment M 

« 

ENROLLEE CHECK SHEET 



For your pwn benefi-t, be sure to ask your Supervisor for the answers to 
these questions. . 



1. 

2. 

3. 

A. 

5. 

6. 

7. 

8. 

9. 
10. 
.11.' 
12. 
13. 
14-. 



What hours are you assigned to work? 
What is your lunch and -break schedule? 



Whom do you receive orders and instruction^ from? 



Whom do you call if s'ick^or unable to report fb work? 
What does your unit do? ; . 



What are the ^fety rules for your job? 
Whom do you report to if injured at work? 
What are the smoking rules? ; 



What special clothing must you have? 



What is the method of handling a grievance? 
Where and who distributes paychecksr? 



What are the penalties for violating work rules? 



Where 'can you keep, your; personal belongings while working? 
Where are the designated eating areasf ^ 
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YOUTH TRAINING PROGRAM JOB CARD 

(Operating agency should provide these for enrollees to carry with 
them during the program.) 



(Front) 

YOUTH TRAINING PROGRAM ENROLLEE CARD 



Enrollee Name 
Address 



Telephone 



Social Security No. 

Employer J 

Address 




Telephone 



fit 



Job Supervisor 
Telephone 



• Program Counselor 

Telephone 



(Back) 



Program Office Address 
V TeXe{)hone ^ 



-ERIC 
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Attaolimtint 0 



' HELPFUL TIPS ON THE JOB . , ... , ^ ■ 

General 

1. Everything you see, hear, and do in connection with your jo^b is confiflential 

: 2. Listen carefully and get complete instructions the first time they are aivpn 
FOLLOW INSTRUCTIONS ACCURATELY. (Get a small loose-leaf notebook and write 
down instructions — your memory often- fails you.) 

^3 Be ACCURATE FIRST, then work for speed. 



4. think' before you speak or act use your head. 



5. Have all work' tools (pencils, notebooks, erasers, etc.) accessible and 
organized at all times, . ' ' 

6. Keep your training station' neat and orderly. Clean it-up when you leave. 

7. Dress appropriately; be well groomed; be courteous, patient,, and oleasant 
?ven thougn it is difi^icuUI ' ^ • ' 

" ... — - ' / 

8. ' Be' prompt,. ' • J ^ '■ ^ 

9. REMEMBER THE GOLDEN RULE: Do ui:ito others as you would have others do 
^ . unto you. - * • ' " , 



10. Proofreading i^ one- of the most difficult and responsible assignrnents: 
n. Do not make ass'ilmptions ; if you are not .sure, ask. 

12. It is not p6lite or- business like to participate in- any conversation t^^king 
place where you are \7orking unless you are specifically included. .gShtinue 
- with your work as though you do not see or hear, ^ 

Work to be seen by outsidefs'siiould^receive special carb\. Let's maintain 
. a go^od image of quality work" from qur* school . , 
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yourl^work is important , , 

You are doing useful work at the job site. People are counting on you 



BE m TIME 
GOOD ATTENDANCE 

Puncttiality is a good habjt to develop. Peofjle notice you when you are on time. 
It giwes you a good reputation, . ^ ■ 

» 

IF you have problems, be sure you^ " . , 

Know your employer's telephone number.. ^ . . ' 

^ Notify your job-superv.isor if you. cannot report for work on time. ' 

Discuss problems that interfere wi^th your attendance with your job- 

• supervisor. 

If you plan to quit your job, notify your employer at least one week 

in advance. 



QUALITY OF WORK ^ 

Periodically you will receive an evaluation of your. work by your supervisor. 
This is to help-you know your strengths and weaknesses. . 
Help can and will be offered to you if there are any vfeakness'es — so that you 
may* improve. If you are doing a good job, then you are to be. praised. Here 
is how you will be'gra'ded., . * . , 



V 



Responsibility \ ^ 
Performance 

Cooptf^ation * ■ ' 

Initiative ' , ' * - > ^ 

Appearance , , 

YdUR VORK RECORD^ 



While working in NYC you are building up a good, work record. • Your work 
experience will be hel-pful,^ in, the futifre when yo.u apDlylftf-ww^er j6fc( 
The more you- have dor.e,;,the rn^e you can offer a futur^mployer. • ' 

\ . EARN A^D^l^ARN - DO THE BEST >6u- can::: 
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US. DEPARTMBSnr OF LABOR 
Ofhcb of the Assistant Secretary for Manpower 

WASHINGTON. D.C 20210 



WELCOME to a Manpower Administration Program. 

Let: me tell you something about YOUR CIVIL RIGHTS UNDER FEDERAL IAW» 




Your sponj^r^lsts aii5.s\ired the U.S. Department of Labor thajb no one^ 
enrolled in a MahpoWer Administration Program will be d^jcriminated ; 
aci^ainst because of race, color, religion, sex,''^B«rft!Brt;iorial origin, , 

This means! — t'hatniO"1>enefits or services mair-te-^enied your because 
^ of your color, or the country in which yo^u or yo\ir 

parents weire born,^fOr yoxir* religion; ^ / 

that you may not be' segregated or treated any • 

differently from other enrollees because of your 
race, color, religion, sex, or national origin 
while^you are being registered, interviewed, 
counseled, or tested; or while you are working 
or attending classes ks'paxt of the project; 

that you must Ue provided an equal enhance to use all 
facilities Available on the project. 

If you feel you have been denied any of these opportunities,- talk to 
your supervisor or your counselor,- You may also write to ^he Di|*ector, 
Office of Equal Employment Opportunity, Manpower Administration, 
U.S. Dep«u:tment of Labors Washington, D,C# 20210, 

The Civil Rights Act of 1961+^, as amended, guarantees jrou the right to, 
make a complaint.* You cannot in any way be per\alized foij writing- tb 
the U.S. Department of Labor or. talking to yo\ir employer * You have 
90 days in which to file a complaint. All complaints vill be handled 
CONFIDENTIALLY, ^, T 

Sincerely yours. 




o 



Arnold R, Weber ; . . . * - * 4 

Assistant Secretary for Manpower; ^^<?^ 
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NAME 



DAT E • G rade 9 10 11 12 

INVESTIGATING CAREERS 



1. Name of OccuDatrTorT ta be studted 



• 2, Typical duties for'^-this Occupation 



3. Other occuoations similar or related td this one 



I 



4. h^Ihat kinds of business or industry offer emDioyment in this occuoation? 



51 Local firms employing people in this occupation 



6. Are tnese oositions currently availabje in our local area? YES NO 

Where? . , ' ' 

; ^ — \ . 

/ 

7, Is part time employment available in this or similar occuoations in our local area? 



YES NO ' Where?. 



%8. EDUCATIONAL PREPARATION REQUIREMENTS: . 

A, High School araduatioh? *' . YES > NO \ 

B. College or Trade-Tech School? ' - YES NO 
' C. What local schools or colleges offer subjects in; this occuoation - 



D. Approximate cost for. this training^ 

E. Number of months or yea,rs oreoaratlon beyond high school 



-t- 



^ F. Is On-T^.Job training available? • ^ • YES , ' Na.- 

G. Are aoDreT^ticeshiDS available for^ this occuoation? ' YES ,N0 . 

What high school subjects are useful to oreoare for this occuoation 

S ' *' ' ' . ■ " ft* , 

/ 9. Is experience necessary to enter this occuoation? . * \ ' YES ^ NO 

^ Must you join a Union to .enter j:his occuoation.? ' .,r<YES- . NO^,^ 

1 r Are you^required to have a license or certificate to enter this occuoation? YES NO, 
12, , PERSONAL OUALIFICAJIPNS FOR THIS OCCUPATION: ^ ^ . _ . 

A. Personal ity Traits ^_ } .s. ^ ' ' . 



B. Snecial interests- 



13. 



14. 
15. 

•16. 
17. 
18. 



,19, 
'20. 

21. 
22. 
23. 
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WORKING CONDITIONS FOR THIS OCCUPATION: 
A. Hours: Day_ Week 



B. 

C. 

D. 

E., 

F. 

G. 

H. 

!• 

J. 

K. 

L. 

M. 

N. 

0. 



. Extra Hours in Peak Periods? - YES 

Work Nights? 4.. - YES 

Unusual health or sa/ety hazards? % ^ - - - YES 

Is the job physically tin no? ^ > ,--yES 

Will- you be required to meet the oublic? YES" 

Will you work alone. much of the time? YES 

to' make' decisions?^ - - YES 

definite* responsibil ities? ' ^ — YES 

indoors, outdoors or .both? 

have variety or is it routine? 

require concentration for lonq oerioc 
be regular or. seasonal? 
much 



Will 
Will 
Will 
Does 
Does 
Will 
Will 
Will 
Will 



>ou have 
you have 
you work 
the work 
this j^b 
the work 
there be 
you be 
you b^ 




YES 



NO . 



noise or-distractions? . j . --YES 

required to tr^e^^ / . y£S 

workinq primarily with thinqs, neople or ideas? 



NO 
NO 



What iS|the starting salary?^ ;; Hourly - Meekly - Monthly 

Paid weekly Every 2 Weeks Monthly' 

Top salary ootential in this occyoatjon? 



Salary . 



'-Ivancernent 'ODOortuni ties? . YES" NO To what Positions? 

What fringe benefits are "€)ffered? (Ins-urance, Vacations, Sick Lfeave, Retirement, 

etc . • ^ 

Are*urvifoms or soecia^l 'clothing required? — 
* Does the ei^loyer furnish them^- - -- -- — — 

Are soecial tools or eqUioment required?- - - - - ^^-^ 




Does the emnloyer 
Does this job offer secu 



furnish them?- 



rity? 



Does this job reauire security clearance? 
What do you like about this occuoation? ^ 



YES 


flO- 


YES . , 


W 


YES 


NO. 


•YES 


NO 


YES 


NO 


YES 


- NO 


YES 


. ■ NO"" 



ADVANTAGES 



What (io yoii' dislike aDout tfiis occuDation? 
-j. . ■ . ' 



DISADVAterAGES 



25.^^ What is the future emoloyment o^utlook for this occuoation? Will Grow , 



I Remain Static *. ^ . Decline • " ' 
^s^ -: — ^ : 

^* 26. How maiiy peoole are enoloyed in this occuDa^T6n? • J . . 

A ^ ■ • * j - . — ■ 

'^^0 '''oujd you ,ex|)ect this oc^oation* to .be'^your life career? YES NO' or a steooing stone 

V * • — . ' ' [ Jy y . ^ ' 

^ . -28. 'HaVe you discussed /bur career. nlans with' your o^rents? - - h^- - YES •NO 

•* What* is '^their *6i/inion q| this occupation? ^ ' . , . "' * , 

• ' ■ ■• ■ . : • .■ ■ 



. APPENDIX B. SAMPLlE VOCATIONAL , EXPLORATJRJITPROQRAM ' 

The following 'outline represents^.a. recommended program for bi-weekly 
vocational exploration sessions; components are designed for a 46 week* 
period beginning in the summr^r. The sessions follol and expand upon the 

J 

60-hour (3 week) orientation program detailed in Appendix A. A listing > 
of materials and personnel has been omitted since many^ areas will already 
be using materials and personnel wlti^h^an be adapted for the program. * 

Although the thr^ust of the vocational ' exploration sessions is an 
exposure to a variety of careers and the preparation or experience neces-^ 
sary to pursue them, it is * anticipated that the youth will also spend time 
discussing their current^work §xperience and *any^ pro^-^ms they ehccJiwitfer^ 
during the school year/- Several sessions* focus on 'these topics. 

The implementation of the vocational exploration sessions could be 
t|ie primary responsibility ofi^the ^vocational specialist; however, the 
l^ntire p'rogram team could present some or all of the sess^ions. The parti- 
cipation of all program, staff is encouraged when this does rf6t conflict 
with their other program duties. ^ ^ ^ 

The use.of*field trips to. familiarize enrollees with employers in 
th^ area 'as well as the typesr^of employment they offer is an "integral part 
of th€^ vocational .explorat-ipn program. This may entail some, advance- budget 
planning to ensure that sufficient transport^^tricSit .founds are allocated Tor 
this purpose. In addition, counsBlci:s/sho\ild be.e^€'cJai#ged_tp^m^;«^^|lX*^^ 
ments for special field 'trips which examine 'forccupSi.tiOrts;whit:1i"appe4^^ 
limited number of enrollees. Ptpp^ir ^scheduling. w req.uire that/t^e P^^'^ , 
gram teams Keep each-other informed of tihese/bpportunities. W ' * • J. 
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PRIVATE SECTOR TRAINING • PROGRAM, OUTLINE 



\ 



Topic 

Review pf- program and. private sector 'placeirrent. 
\ Purposes / * , i , . ' 

; Procedures - § - ' 

/ Vocational Exploration Session Format 

Status - ianroirees, work stations, ^counselors 
Discussi4)n of any enrollee , concerns. 

Job Adjustment - Job Ptroblems {examples) 
Relate, to: Job satisfaction, 

-Job success - - ' 

Future employment. 

Attitudes- Required for Job Success 
Work Experience related to future jobs. 
Discuss private secpor positions and enrollees' 
'fall School . . ^ ^ * * 

Schedule - timing an3 courses 
, Screen for remediation needs - academic and } 

health ' ' / ' 

' Fieid Xrip-»<Pftfgram team- should stipplement wi.th 
individualized trips for one or several* enroi-lees 
according to special interests.) 
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'^Self-Inventory • . 

Reassess talents and interest after suimner work 
e:^erience \ - 

Ar^^ goMs unchanged? 
.,iAre changes in school program' needed? 

* »*^"' , ^ ' * 
'.CaireeV Planning Session 

^ Expanding Occupations 

'How to 'Research an Occupation . ^ 
How /to Read Want A-fls 

•*, ^ i « » 

* * ' ' * W ^ ** 

Films of Various Occupations - as many types as 
possible':. ; ^ ^ _ ^ ^ ' 



•■ ''-do?'- ■ 



Kcoject *v- Resea*D6h a Specific Occup.atio'n or Field 

Proj^t' Follbw-uph and Discus'sdon , - • 
Hqw" 'to- prepare for the above occupations ^' 
'-'What aire sdme related occupations? 
How, is. -adv^nce^ment p^osslble? ' > ' 



, . ^ Field. »T'rip / 
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Topic " , * 

Qroup lyiscussion Devoted to Enrollees' Concerns 

Gi\est Speakers (such as company personnel) 

Brogram migljt 'Center ort careers or succeeding 
on a j ob ' ' ^ . ' ' 

'Review of Program Evaluations by Employers ^ and ^ ' 
Counselors 

•Stimulate group discussion of ^tpong and weak 
points of enrollees and "prbgrani 

Evening Session.- With Parents - " 

Program review ' ^ 

Career exploration review ^ 
Answer questions * ' • , 

Managing Money ' • 

Budgeting 

, Consider question's ^ • ' * ^ 
^edit and InstallmentTBuying''' 
Ranking ■'services , 

I&ccme Taxes 



preparing Income Tax I^turns 



Employee Benefits 

S6cial Security, Health Insurance, Retirement 
Benefifs, Unemployment Insurance and Workmen's 
Compensation 

Increasing Your Personal Effectiveness 
Undei:standing and influencing others 

F;ield Trip 



^Planning. f or the Summer - Review of Application 
.and Interview Procedures " 

Career Goals ~ How to Achieve Them ' 

Group Discussibn otf! Year's Activities 

Final Wrap-up ' ^ , 
Importance of School 
Succeeding'^at the Job 
Your Talents and Interests 
Careers in Demand, i 



APPENDIX C. SAMPEE FOKMS AND MATERIALS 

The following forms, letters, and other materials were used in vari- 
ous cities during the two years of VEPS program, operations. Many VEP.S 
programs developed new materials for use in such phases* as job development? 

0 

promotion and recordkeeping. Several VEPS programs adapted materials 
that were used iA the school work-experience program or in NYC. 

* Since there are no approved guidelines for a VEPS-type program, some 
modifications of the materials contained in this appendix would be neces- 
sary befo.re they could b^'Used in similar programs . However., rather than 
»^ 

V 

make changes which still would not reflect .each city s local manpower pro- 
grams and condi'tions, the materials are included in their original form to 
serve 'as examples. ^ , ^ 

The following in^^ lists all materials under topical headings: 
4 ^ Index to Appendix C 

Topic , ^ Source^, ' Page ^ - 



1. Publicity Brochures & Letters ' S 
a. .Flyer for employers and . * • 

youth * - - San. Bernardino C - 3 & 4 
b;. Text of publicity flyer - Salt Lake City ^ C - 3 
. c. . Letter to employers - Columbus,' Ohio C - 6 & 7^ 
.d. General letter af explana- 
tion * - Cleveland, Ohio C - 8 ' • 

2. Job Development Work Station - Description Form C - 9'& 10 

3. ^ Employer Lj^tters of Agreement* ' 

a.' Letter ^af Agreement * Salt L^ke City C - 11 & 12' 

' b. 'Letter -of .Agreement . . , - Columbus, Ohio C - 13-15 

•c. Letter ol^Agreemefet ' v ' - San Bernardino \ C - 16'&a7 

; — -1 . • 



I' 



*^S6%*pp. 42-44 Jfor revis'ed copy. 



Topple ' • • \ 

4. "EnroLlee Letter of Agreemefit** 

a. Letter of Agreemefit * / 
. ^ b. Letter of Agreement 

5. Parent Contact Letters 

a. Letter to paSents 

b. Publicity flyers for Parents 

c. Letter to parents 

d. Parents Authorization Fo'rm 

6. Enrollee Record Form 

(Note these four pkges were ^ 
printed on a file folder) 



\ 



Source 



- Fltet. 

- Cleveland 



Cleveland 
Pittsbujrgh ' 
Haverhill, Mass. 
Haverhill, Massv 



- 'San Bernardino 



Page 



C - ^19 & 20 



C 
C 
C 
C 



21 

22 ^.23 

24 r 

25 



26-29 : 



7. 



9.^ 



Enrollee Time Sheets 

a. Time Sheet , 

b. Time Sheet 

Enrollee Evaljuation Forms 
a. Enroll4e Evaluation - 
^b. EnroTl'ee Evaluation 

c. Enrollee Evaluation - 

Letters of Appreciation to Employers 
a. ' Certificate of Appijeciation 



b. Letter of Appreciation 

c. Letter of Appreciation 



- Flint 

Salt Lak;e City> 

Buffalo 
Flint 

Salt Lake City 



Columbus Ohio 
Columbus,^ Ohio 
Columbus, Ohio 



C 



C 

c 

^ c 



c 
c 
c 



30. 

31. 



32 
33 
,34 

35 
36 
37 



10. 
li. 



Vocational Exploration 'Topics 



- San -Bernardino 



Program f or ^VEPS luncheon-workshop - Pittsburgh 



C - 38r42 



C - 43 & 44 



**See p. 35 for revised copy. 
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ViHAT'IS VEPS? 

J ^ , • 

v'ePS whit;^ stands for vocational 
Exploration rn the-Privatfe Sector, 
is a federally funded pilot program 
designed to offer career interest 
exploraticfrt and work experience in 
acpordance with the studsjits educa- 
tional program and the private 
business community. 



s 



■■1 





■ . . ^ 

t 

■ OBJECTIVES " " : . !' 

To provide selected econoipical ly ^ > 
disadvantaged hi^h school students ' !i 
with skills allowing them tq further 
their education or enter th^ private 
sector upon graduation. ' ^ 

To .'demonstrate that^the private 
sector, local school system and govern- « 
nlent agencies* can effecti vely\coordinate / 

meaninqful career exploration and work 
experience progress. > 

To help economically disadvantaged^ 
students experience work achievement and 
learn the value'' of education and train- 
ing in preparing for a career. 



ERIC 



WHO IS FLIGIBIE FOR VEPS?. 

Selected 16 year ojd llth^gracters at- 
tending" S^n Bernardino City Unified Schools 
who meet the*,.el igibil ity requirements for' 
the Neighborhood Youtf\ Corps p^ogram• 



HOW MANY STUDENTS ARE IN THE PROQRAM? - 

There are 60, 11 th. grade students in the 
''pr^ram a_ll presently enrol VeH vn various 
private sector* job* stations. ' 

, HOl^ LONG DOES THE PROGRAM LAST? 

Each of the 60 itudents began working 
full tisie during the summer and -this cpn- 
tinu '"i"^^ their junior year with them 
working at least 15 hours per week. 





0.0 0 o 
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\ 



% DO THE STUDErft^RECEI VERGES i 



'^YissI Each student is paid minimum wage 
with the federal gjoyernment and the private 
sector sharing the'^ost. , 



^ DO , THE STUDENTS RECEIVE SCHOOL tREDU^ / 

Yes! Each VERS enrdllee receives 5 units 
of school credit per semester. The students 
-6th class period i,s devoted rto. thg VERS 
progran, * • . 
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ARE PARb N TS AWARE OFr.VEPS ? 

Yes!., The parents of each student 
•have received an orientation and given 
/written approval of their son. or 
.daughter's participation in VERS. 

Vh ILL career guidance services be OFFERED? 

lYes! There are 3 VERS counselors res- 
ponsible- for monitoring the program in^ 
dueling the active participation of ea£h 
student in a vocational guidance uriit, 
concurrent with his academic courses and 
work experience. This will be implemented 
art eac\*high school throughout the year, 

AN^ EVALUATION BE MAD^ 

Yes! An ongoing 'evaluaj:ion ^s be»ing 
made with year end* iraprovem§;oL^/4xpected • 
\ in' student attitude, grades /N^^t tendance, 
promptness, job performance, ete^ . . 

WHAT ABOUT ADMINISTRATIcfl?>' ^ 
} . 

The office of the San Bernardino 
County Superintendent. of Schools in * / 
conjunction with San Berna rdino City 
Unified Schools, is responsible forj 
VERS Administration. . 




. For fuYther information call : 
; 'Bob Ciauri San B6rna/dino Schools 
^ (714) 383-2283 
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TO: All Chamber Members/ Emplayers 

PROM: John C. Flam, Chairman of the Board of Directors 



COLUMBUS EMPLdYEftS MAY PARTICIPATE IN NEW V. S. LABOR DEPARTMENT PROGRAM 




The U'.S. Department of L^bor antj National Allidnce of Businessmen, (NAB) <5hos6 
Columbus as one of twelve cities to test a pilot project to motivate disadvant- 
aged^ youth through a work-career Explbratiort and Training Prograifij, 



Co'lumbus Area employers .will have the serviced (as work-trainees) of young people^ 
who participate in 'a co-operative, year-round 'work training ,experlence. Employ- 
, era will hav^ the opportunity. to help , train young people toward their particular 
industry. Compensation for the services of the ybung people can be handled 
through the Neighborhood Youth Corpd, thereby eliminating the need for th'e employers 
to establish a payroll item, ^withhold taxes, arrahge compensation protection, etc. 



NOT A^ "MAKE-WORK** PROGRAM 



V 



The tJirust of the program is t;o expose young men and 

The Primary emphasi^ wilL be on training and work'^'or 

contfact will be provided between student/trainee and employer bVyColumbus Public 
School Counselors. ' ^\ 



^women to career opportunities* 
rientation . Close counselor ^ 



STUDENTS WILL BE P^AID 



Students will work from 3 to 6 weeks in the summer. Durii^g' the school year, 
students will continue to work about 15 hours per week. The rate of pay will 
be $1.60 per hour 'during the life of ^the program, anticipated to''be 50 weeks 
per Student. ' ' . 



Emplypyers 'will be responsible for a total of 19 w^eks. It is suggested that 
employers make payments directly to the Neighborhood- Youth Corps, so that the 
student is on the NYC payroll and not on the employer's .payroll . 



CRITERIA ?FOR PARTICIPATION 



tering the junior year of high 
family receiving public 



V 



..Students should be 16 y^rs of age or older, enterl 

.school,- classi^|,«^.^s dis^dvantag'ell in terms of (1) ramiiy receiving pub 
.assistance oJ^^;( 2) %w family income in terms of federal 'poverty criteria. 

; , % , t i^, 

""^^^^ [y-^ FOR. ADDITldNAL INFOmTION * 

A^.'^eply eard is enclosed which will produce direct contact with Mr- Roy 
Meloerfy, Metrppolltan^Director of National Alliance of Bussinessmen, 85 
Marconi Boulevard- Chambfer Vice^\President John Henle has responsibility 
for staff involvement and support- 

Columbus is fortunate to have been chosen -for this pilot project- 
Hovever,^ time i\ sljbrt- The program shouW be initiated by Julyig: 
:iaLl the reply card promptly ~ t9day and you will receive more 
detailed information promptly! 




/ 
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SCHOOLS' NEIGHBORHOOD YOUTH CORPS 

Cleveland Public Schools / 10600 (>Mncy Avenue ^ 
Cleveland, Ohio 44106 - Telephone 229*-3856 
Raul W. Briggs, Supt^rintenAnt 




V.E.P.S, 

Vocfitlpnal Exploration of the Frlyate Sector 



What Is It : 

"1, A joining together of the public and privAte sector to provide a^ 
meaningful work experience for disadvantaged youth. , Stress is giv^n 
to raising educational attainment and Improving enrollee's employe- 
bility. . , ' ^ ^ ^ / 

2. A program that is guided' by the employer .(private sector), Cleveland 
\ Public Schools, and Schools* Neighborhood Youth Corns. 

, > ' I ' • ^ ' . . ' 

3. A year around progr«i (40 hoursfpenweek^ during the summer and 15 
hours per week during schpol). ^ ^ 

How Doe^ lit Operate ; g 

, 1, A job.develot)er /using N.A.B. referrals vill contact Interested 
^ parties from business and Industry to explain the program and 
I ' M^termlne their needsu ' ^ ' ' ' 



2. Youngsters are identified by^ schpol counsjftlorjs and verified/accordinp. 
to S.N.Y.C. guidelines. 



7.' 



3. Enrollees will 'be given an extensive /60 hours) orietttat W to eval- 
uate their skills and prepare them^for entering the Job mttket. 

A. A vocational counselor will then match students (according to intef- * 
est and skills) with avi(llable jobs^^(accordinp to requir^ents) . * 

• , ^ ' ' / ' * 

5. While on the j<* each student is paid the minimum wagiS with the 
federal government and the private sector sharing the cost. 

6. ^ The mechanics of payment* is as follows: 

' ^ > * -J ' " 

The emi^loyer will compensate the enrollee for thS total hours " 

wojrked. (40 h'ours in ^summer and 15 hours during the school term)# 

, The employer will then Invoice the Schools* Neighborhood Youth 

^ Cons for its share (50%) of the wage. / f 
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Earn, 




4 ♦ /V 


Learn 




, Sprve 






/• 








- i ' ^ ' 



WORK STATION DESCRIPTION, 



Company 



Address . 



Work Station 



1 



Position Title" 



•i T 



Phone 



Contact Person 



1, 'GENERAL job" SUMMARY : * " 

{Describe basic purpose of job and kind of .^tpervision received.) 



> III, QUALIFICATIQNS: 



a'*. Education? ' Age Range & Se:^ Br|f ejrred? ■' 



— \ , 


- - " — ■ — ' 1 

U'ORKED PERFORMED: 

(List duties and responsit)ilities in detail.) 


> 






— ■ ^ f — ^ ■ .-- . 







r ■ ^ ■ 

B. -Training & Experience?. 



0. \ Job Knowledge 6f Special skills necessary^ 



J 
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n 



/4 



^ ' D. ^jProf-es^ional affiliatidns,^ memb lic)Bitses/ and/ar • \ • 

/ accrediations necessary? " . ^ > 



1. 



V 



'J '. E, Required- jjetlo^ tQ be adequately 'trained? 



1 



IV, PHYSICAL DEMANDS: 

Extent of: 

Walking? ^ . ' 
Sitting,?; 
, Lifting? 
. Cli-mbing?. ' )^ 
TleacHing? \ ' 
Standing? 



-t ^ . 

None • OccasitDiial 


Frequent • Constant 














/ : 






























V. PUBJLIC J^ELATIONS DEMAND: 

' ^Extent of public contact situations? ' 



4. 



/ t 



] 



6 
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Signature Department He^d 



Date 



C-10 



•■J QSi 



(/aSEBR exploration WJmi of. UNdIrSTAMDIIIG. between iEIGHB&RHOOD YOUTH CORPS 
' >• • . . ■ ' AND PAkTICIPATING COMPANY . • ' , 



Neighborhood Youth Coif^s hereby" agrees to place ^.students with 

* ' and provide the following:. 



\ I4 Parent of $1.60 pef^hcur to the' stgident fo^* each *hpur/he " 

111* . "^ejends/'^ith thef-employer ''and, will carry; student on their 

r ' ^ . ' - .'P?JK?oll-and inkke all; necessary deductiofi^ and payments of 

/ -^'P.I.C.f ♦'/unemployment Compensation^ etc, - 

2. * ■ Workmans'' Compensation cove'rage f or J^he;; student during his ^ 
' ' \ . enrollment in the program, . 

3. Adequate cbunseling and services for the studeipt tcr insure,.. 



^is. adjustment to the work station. 



4 



V. 4 



(Date) \ ^ (Autnoyizeu bigpat^ire of^tlYC OfficiaT/^^ 



'0' 



'he-r^by agrees to, employ. 



students assigned by Neighborhood: Youth Corps and also agreed to provide^ 
the follo^i];ig: ' * . , . . 

1. * Meaningful work experi.ence for the; student for a period^ of one . 

year. This should include an introduction toHhe^ various jobs 
and career oppo-rtunities within the organization, ' . ' -^^^ 

2, A payment^oT $0.67 V^^ hour for each hour'*the student Spends 'on^ 
the jqb. This payment \/ill be made to Neighborhood Youth -'Corps^V.^-" 

= 3. 'Adequate supervision of student company personnel to in^ife 
hi4l"'f^fl^u?^tment -to job responsibilities; ' ' 

U.^ I&d^ V^record) of time spent "oh the job ]py sttiae.nt -and periodically 
Import progress of the student, worker ta Neighborhood Youth Corps. 



The competny agrees not to discriminate on the basis of^'racief,| color or . /^.^ , .V 
national- origin, andt certifies that none of the student workers will V, 
displace present employees.. ' 0 ' n.-^^.^m'' ' ^. . 

/ ■ . ^ ^ , ^ • , '•' ' / /' i 

The company agrees not to hire for\^full time employment the studpnt / .< ^ • * 

enrollee until he gi^aduajses. f rom hikh' school* ^'i^J' ' '* f' ' " ' 

The student \raihee. can be ^terminated at any time the' company ' fee3^ jjis ' r' 
pj^'gress and perfomance is not meeting mi*nimum levels, of acceptance^:' ^^yr * / 



• (Authorised, Hepre^ntat^y^-'of ''Cqmpany ) ^ . 



y . 



. 7 .. 



■1 
1 
] 



r« •'\ -■ . • \ 

fti:- i fey u 



1 
1 

■1 
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v. 




J 
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VOCATIONAL EXPLORATION IN THE"^'iVA^aS^;££CT^^^ 



' r ' ■ ■ ■ ■ 



. • ' • ' Columbus Neighborhood Youth " C,c:^r;^s ' - / . x ' - 

, * / ^ CpluiPbus Board of Education .Jfati'6nai /{lli^rjc^ 'of\Busi;iessraen 

" ' coop erative wbrk »Agreemp'nt /' V* - • 

, ' ' < / ' * ' . , # y ' • ' • y * • . ^ „ 

\ . The following constitutes the establishment ^qf , a written agr^eement between- ^ 

^the sponaoE of ^ the .Coluinbus VBPS Prograin^and the j^oh .training site. 

j ' I* The " y (training site) will permit 

\ " . -" (VEPS trainee)' to eiite^.y-s est^t)lishment for 

// '/the purpose of gaining knpwledg^, sk^l'l devei^p^tifent, wprk e'xperience and 

' ' /vochtionai exploration irv*'the- ^oVe'/ment^ibned trainiti'g sita^ 



' . r JI , The course \of training and vocational .exploration constitutes , ' 

I',^-:' --,1 a cooperative aW correlated effort. between the N.Y.C., the^ Board of 
.^J: * Ec3ucation ancj tji'e. job training site and is designed for on-the-job 
' ' experjience ard dir^cted/study of delated and technical information. 
L , ^' ill. The VBPS* trainee in the prqgess of job exploration and training, 

' * '* I will be given the .opportunity to gain variable work experience in the above \ 
' mentipned training sit^ and will be allowed*- to progress as his 'prof iciency 
. 'Permits. * ' / 

^ \, * , ' fv.; The trai;iee, while enrolled in this program, will not displace 

V ^-^ ;a regular wprker' now employed.. 

"*^^^y* "^^^ enirDllment of this VEPS trainee shall conform to all 



JrO'Federal, State, >and local laws and" regulation^* 

Jo-*'" " ' • • • » 

^ VI. The training &ite agrees to comply with the' provisions of the 

F^ir Labor 'Standards A'ct, and specifically tq^^* occupations declared 

>( ^ • - ' " J-" ■ . ' . ' ' 

I- particularly hazardous for trainees incidental to their training." (Cl]ild 

I / ^abor Bulletin loi, 1971) 

j ^ ' VII.* The vpP'S counselor will visit training site'-^^analyz^ .and 



evalu^i.te trainees *J progress anp adjustment, discuss training problems 



f 

with the trainee and his supervisor and coordinate related class work 
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■ \ ' i • ■ • 

^ . ••1 . • - » 

in school wit^jj' needs of trainee's actual work pxporie.nce taken into 
consideration^ - * " • 

' VIII. The ti^aining site supervisor , by showing ju'st cause/ has 

v~ • ■-■ ' - 

the right to terminate the^. trainee at an^ time that his progress or , 

performance is not meeting, mi nitnum standards of acpeptance. 

It .as .recommended, however, that the VEPS counselor shoiald 

be contacted prior to dismissal so. that adequate counseling and ad ju^- * 

ments- might be made, where possible. All handling of complaints, adjust- 

' ments or remediation w^ll be tHe^ responsibility of the VEPS counselor. 

\ IX. The, training site supervisor agrees^ to allow trainee, to 

VI * >4 • 

^. participate in various programs designed to increase his employdbility 
* •* 

and t^Bt this time will be charged to the IS-hour weekly commitment ^ 
that trainee has to the VEPS Program. 

X. 'The training site supervisor agrees to assist wi^h the develop- 
ment of an employabillty plan for the trainee and will also give some 
guidance regarding specif^LC skills that might be beneficial to enhance r 
futuye em[ployabi]iity of the trainee. . ^ , 

XI. The VEPS staff agrees to provi-de.' a trainee who will meet the 
needs, of the training site for the duration of this current phase of the 

program which .is scheduled to terminate on June 10, 1972. 

' • ' • ' ^ • ^ 'V^ 

XII. The Neighborhood Youth Corps office agrees to handle ail 

matters relating to" payrpil/_unlei5g the training site desires to assume 

this responsibility." . * - , ^ ^ 

\ _ . • , ' - • ^ 

XIII. • The<i training site a,<jre^s not to hire the trainee full time 

♦ . " ^ , 

prior to graduation^from high school. 

• • * .* 

XIV* The training site agrees'to provide the properly completed 

• ' • * •» 

tiire sheets in order to assur.e that -trainees wiJ^l be adequately^compensateci^ 

XV. The training site agtees to cooperate with the Neighborhood * 

*;outh Corps in the renumeration of trainees enrolled in the program according 
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to the projected hourly "scfhedule listed below. Employee ^responsibility* 
will not exceed nours indicated. Trainees will be paid the Federal 
miriimum wage of $1.60 per hour and will woT.k >j*15\ hours each week. 



40 



1 , 



First Semester 
Second, Semester 
TOTALS . 



Weeks 
19 

19 

'3S 



N.Y.C. 




Training Site 
4 ($96.) 

13. ($312.) 



.Total- Hours 

285^ ($456.) 

4 ' 

285 ($456.') 

570 ($912.) 

•v 



XVII. This Cooperative Work Agreement has been read and/is under- 
stood % the , following: - ' 



'Date ; J, 


Training Site Supervisor 




\ t. * 


Dat^ 


Neighborhood Youth Coijps Director 


Date , 


Board of Education Supervisor , 


Date 


VEPS Trainee , ' - 



I 
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^ ' - ^ ^an ^etnardino City Unified Schod-ls 

* ' ' " . 'Guidance Services Department ' ^: 

• ' , Vocational G\iidance arxd Placement* Off ice | 

CAREER EXPLORATION. AND' WORK EXPERIENCE - BRIV ATE SECTOR 
. . COOPERATIVE WORK AGREEMENT 

\ This pilot program -for Neighborhoodf/You^/Corp^ enrpllees has ^* 

\ been developed and is supported by the department of Labor, Office 

of Education,^, Department of Health, Edpationi^and Welfare (H.E.W.), 
Human Resources Development and the National Alliance of Business- 
men (NABS) in cooperation with the ^an Bernardino City Schools, It 

^ ,Jls designed to of fW selected 16 year'old 11th grade'youth an oppor- 

tunity for career exploration and work^ experience in an effort to 

" ^ develope and ftirther their career interests as they are^^:elated to' the 
student's educational program and the priyate business community. 



[sed on the above, the par ticipating^ conipany and educational 
sponsor agree to the following: ~ ' . 



Student: 



1, Training: Career exploration and work' ^perierice in the occupation ^ 
of - / will begin oh ' 



ot - / w ill oegiii u n r s I 

- and continue for 50 weeks wifh t>ie students explcoring 
at least three different jobs 'during tliis time*, , |f" 
Supervision : ^ will provide responsible supervision'^ 



an^ consult with t^e counselor as of.ten as necessary 
regarding problems etc,'*as well as c'omplete a -semi- ^ , 
monthly evaluation of the stn^ent and verification of\ / , 
hours worked. The school c<jun^elor will also provide ' ^.^ 
regular supervis-ion to unsur,e th^t the student's field 
^_ of career exploration and work ex^perience ite consisteijt *^ 

' .with his interests:, educational and vocational pl^ns* ' ^ ' 

3. ^ ^Pay: . The NYC(Neighborhood Youth Corps) priJgram 'will- cooperate 

with private em{>loyers in the 'r enumeration of;the sfudents 
enrolled in the program accoring to the pjpjected fiW- 
ly schedule ^below. Employee responsibility will not , 
' exceed hours indicated, NYC will pay enrollees th^^ 
\ Federal minimum wage of $1.60 per hour while the , employ- 

er will pay the State minimum wage of $1.65 pj^r Hour, 
Stiidents, will be covered by \>Wkinen*s Compensation as 
part of the program, -' The^ student must not be considered ^ 
for full time employment ujitll he has graduated' fror. 
high school, 

HOURS PAY ' . ' TOTAL ^ 

PERIOD • PER Uy, NYC * E>gLOYER HOURS, 

(1.60 per hr.) (1,65 per hr,) / * 

I Surncr 39* ' ,234 hrs, 160 lirs, 394^ 

il ist Sem, ^15 150 hrs, 75 hrs. 225 

III 2nd Sem. '15 150thrs.'l ' 75 hrs, -2^5' 
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4. ^ Insurance ; The student is not an employee of^the participating ^ 

company so only workmen/ s compensation is necessary 
and this is provided throught the San Bernardino / 
j - County Schools Office. Students will be required to' 

have work permits.' , 

5. ^ Legislation ; Participating businesses will comply with the re~ 

ments" of the Fair Labor Standards Act .and pertinent 
' ^ state and Ipcal laws regarding the training and 
» emplojflaaent of youth. 1^ 

6. School Credit ; Studfents will earn credit|5as part of the districts 

and state approved Work^ Experience Education Pro- 
gram. 

7. Miscellaneous: ^he student's counselor will .contact the partici- 

*pating company to further diseuste cfetails of the • 
program and help prepare an outline of the student's 
career exploratioti, and work experience activities^ 
- Thiss outline will be attached to the agreement when 

» « completed . , • • > 



Participating Busines's Educatioaal Sponsor 



4 



Ai|dress ^ Address 



Pl^one ' Date Phone 




1 \ 
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^ V E P S 
STUDENT AGREEMENT jFORM 



As. a meraber of the VEPS Program I agree to > 
ali of the follov/ing: 

/ 1. iTo maintain afe least a passing gr.ade 
^ , in my schoo'l courses. \ . . 

2. To ,wo2;k to the best^of jny ability in ^\ 
school and on-the^jgb./ ; 

3 . * To abide by the basic procedures 

governing this program as set x^p by 
the Flint B'oard of Education and ray 
employer. * ' » ' 

' * 4. -To consult my counselors on a regular 

' ^asis as' determined by mv;self and ^ny 

/ employer. * 
.5. '1 I v;ill not seek emplo^Taent frora any . 

emplbyer^ participating irf. this prog^^'arf 
until graduation fron high. schaol, or 
until offered a work assignment* by • ^ 
.eithe-p- the VEPS sponsor, pr N..A.B. 

• (National Alliance of Businpsscc) . 



f 



I understand if I c6 not abide ^*iy; the above 
a<jreement tha'£ I may ' be di smissed -f rom the 
VEPS Program. - .^^ 



Siofnature of VEPS participant: 



•Signature of .Parent or Sucrdian 



Signature of VEPS D.irectcr 




.1 ♦''.•a.**4/^*« *' 



SC^HOQI^^ CORPS 



Cleveland V^ihlic Schools / 10600 Quincy *Avenuc ^ 
Cleveland, Ohio 44106 - .Telephone 229-3850' * 
Paul W; Briggs, Superintendent 




> 



SHIC-OWE-VEPS' 
STUDBHT-PiKSKT AQRESMEirr. 



STODBST: 



^ ^il^T" ^ *^ Snc-OB-VBPS Progr.. 1» d.pendent upon • 

As a oondit,ion f actfeptimc*, int6 the SIKC,0HE-VEP3 Progria, .-I agriae' ' 



^!+Jri''^'^L^ ^w^^ry 4*7 «Ki on tii. unless preTenST 
by :»ctn*l sickness, or exeUsed by the coordinator. 

f -. , .■ ■ . 

^* 'fliS*?"?^,?? •^^"^^^.Sy 8:30 A.M. and report to i^y enploy^r 
iMediately if I a» confined, doe to illness. -P 9y«r 



^-I'^r ^ * ei^^iit to 1^ s^chobl aad. ' 

llJUr^^l^y ^ coordinator on.arqr schoal.or work problem 

and^ccept his assistance and any^ork readjtist*ints he Bight suJia., 

I^oS^rrii*? ^ »««t Perfora iaUsfaetorily for the eite' ^, 
school year or lose credit in the prograa.^^ M- 

(f hair • 



6. To hare good personal hygiene, be neatly dressed 

'"P^"?^'/^ ooordlnator directs.. 



7. To aadei 



[t aay be dropped fro« the prograa if I cut a class. 
t-*l, or |!i>Mib]y if -I fai a subject. 



8. lot to hold a Job ethe^ than the Job ipprcxred by the coordina ter. 

9. J^^J**^ J^f>J^Prflii»tly iAen,I an dissdssed for work, and ri»t 



'9' 



Leara 



Serve' 



10. .'To put gOl of each pay check in a savings Account and *to ifiake 

IjO vithdranals without peraission of ay coordinator. ^ 

11. To accept the responsibility for transportation to and froa «y job, 

12. " To notify the .coordinator iBBiediately If I an dismissed for any' 

reason/ana to abide by his suggdsUons concerning school and/or 
re-eaplojaent.' ' . ^ ^ 

'l3. To participate in the annual city-wide O.W.S. Estpl-oyer's Ai^recia, 
tion LuEcheon. Each SMYC-CME-VEPS student is ^pectod to invite 
his/her 'eaploy^r or company representative to the annual banquet 
in appreciation for guidance and training. 



Student Slgnatarp , ~ • • \ 



> .< 



PARBSTS: - '• , 

Ue undersUnd and agree Tilth the, alas, rules and activities of the 

SHIC-OWE-VBPS Pro^a«*as proposed by the Cleveland Public Schools. Vfe 

will cooperate with the school tP accoaplish these alas, x 

We therefore^ give, our ;pe^ssion for , 

to* be enrolled in tiie Sl^OiE^VEPS' Propraa. 



Parent's or Goartiian's Signature . Date 



Z of\2 , f i.", ^ 
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-r^ SCHOOLS* NEIGHBORHOOD YOUTH CORPS 

Cleveland Public Schools / l660p/Ouincy Avenue' 
Cleveland, Ohio 44106 - Telei^one ♦229-3850 
Paul W. 'Briggs'/;Suporintendent * 




Dear Parent! * 1 * ' ' 

The Schools' Jd ;^bora^od Youth Cd^$;^unVer the directioa of 
the Clevelaa4 ^'ublic Scliools. is Dountlr^frlafneu ::^ro^ran. V.E.P.JS. r . 
Vocatipnal Exploratfon of tlib Private Secjtdr is a year' around proprant 
in which •junior or senior sta lents '.yilT^be euployed,' ^uil tirae 
(40 hours) 4urinr the sumeri and part|ti-ie (15 hours). 'durint> tae. 
school ye^^ in various busirfess and industries t{irbup.hout Greater 
^.Cleveland, This ryco^vanx offers more than ^n onnortunity to work. 
During' the school year the sxudent "will be placed irf a snecial / 
S.J.Y.C. - OM.E. - ^"E.P.S.^urriculutnV ^cadetic credit, T/hich can 
be ^seil toi/ards ^fedultfion, i^ll be giyeh for each student ^s uork 
experience. In iPution, cheistudents^ill be <*iven extensive 

l?r exploration. It is hoped that " 
the. trainee tjrill have the fbllowin<^ 




vocational counseling and c 
as a result of tnis approafih, 
opoortunities: 

\l. To strengthen the stydeut'- kpoi/ledce of the> uorlJ of uork, 

2. T.o increase tha student* - des^ire to finish 'school , :o enter 
the \7orld of uork or) 130 on to' college, 

3. To provide the tbols|jthrourh i;rainlny> to enable the* situdent 
(J ■ 'to becoiiie a productive employee, . 



A. 'To ijaprove the chances of student^ praduatino fron school^ 
/ ' ^ ^l^y providing credit |Eor the pro'^rari .Wtiicn will be applied^ 
I , to school cfr edits t<^prds j^riduatiin, 

^5. To enable taestudem: to /be more e'nployable follov^inf' 

graduation, * ^^^^^ / 

There is a possibility foll^T/inft, graduation an enroll^eV 

^x7ould be offered full tirie employment i This, f c3brse, depends ■ 
upon, the uorh^record that islcortpiled \durin^ the tra4alhf> per^.od, 
^f!ular ^t tendance at the jol| is innerkjiive . .Jlien abserice is un- 
aV9idable, a telephone call lust be nad4^ to both the erlployer and the 
coofaTnator. itein": on tlr^Ms also essl^fi^^ .^n addition, the - 
trainee riust shot; initiati\^~seekiiif> rataM;Mtaan_a^7a^/^ 
to be told That to do nextt " 'v ''fMt^. . . . . — 



A Coordinator will work alon? JTithieiefa studen^ to see that 
success is achieved, Thj-s i.n itself, hmi|ver, .s not enough. As 
'^/^''^^a^ent your support and j^dance nay^^e boundless effect upon 

" |eubers of^tli^ tescx pullinf^ tof^ether 
linator) , . d rewarding; . 



.the^ final result, . lith alli 
Xstudents, parents, and cooi 
suould result r 



success£ul exnerience 



' Sincerely,,^, 
C~2l - ' 
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CAREElt EXPLORATION PROGRAM 
»• HAVERHILL* HIGH SCHOOL 

HXvERHILL, MASS. " ' . 




' Dear Parent: , ;* ' • ' 

A pare^r Exploration Ptogram is being established on an - e 
' 'experimental basis beginning July 6, 1971, and continuing ^ ^ 
V \ ' through the academic school year 1971-2.^ This program is de-? 

, ' * • signed for many reasons: to introduce students' to the world 

of worki*t'o inspire them to recognize their latent talents, to 
develbp skijlls saleab|le to commerce and i|idustry, to 'provide them 
^/ith a more* meaningful and relevant education, and encourage their 

c 

pursuing education upon higb school graduation. 

•» ' ' ' * 

Some' of 'the more apparent benefits are^a the student can 

• , 

earn and learn, in an area in which iqne has indicat*ed an interest, 

this program mdy becotae par't of a regular curriculm offering" 

academic cVedit toward the* student's 'diploma and the student 
* \ 

will be'un3er\ihe superyision and 'jurisdiction of school 
aut^iorities. ^ - ' • » ^ 

Th^ studerit*sjwelfjara.^d„bes.t_linterests will be the prime 
concern at all times. « ' ' T 
*^ ' -z-^ ' V '.S'tt^rely yours, . , ' 



Pasquale A. Emiro 
"^CQordipator 
Jiily i; 1971 



' CAREER EXPLORATION PROGRAM 
^ HAVERHILL HIGH SCHOOL 
*. . HAVERHILL., MASS, " 



'^-X. PARENTS -AUTHORIZATION ' 
Permission is hereby 'given ' * 



Name of Student 

7^0art^Qipate in the Career 



'^Address 

-Exploration Program Conducted \>y Haverhill High School 



beginning july 6, 1971 



Signature of 'Parent 



Date 



• I : enroLl^e progJiess prc 



fROGilESS PROGRAM SUMkARYv^V^^ 



INDICATE spk:kL& " 

SU?K)KtlVE SERVICBS NEEDHD; 



. J — ^. SEK 



Prchmiriry.- 2:^ •. , 
ApolUatipn * ' * *lj 



L SEKVlCESFULFlLtEO: 



* A. lUmedut 
2. SptcriJv^'^Jf"*?"*- 



Enrolment 
NYC-:$r,.. w 



i: 



Work.Pciftiit 
$oc.S^c.Nb> . , . 
Phys. E.xam. . . 

* ' Orientation* . / . 

Grxv^ncc;^ * * 
j Procedure* ^ . *. 

Pa>ToUinfo^. . ^ • 

IV^^j^fT Report . 
j * ^ ;'^'\":;:c5a Report , 



. C. Health • ' 
. E. FamUy \ ^ 

G. Traju]5orution ^ * 

H. Child Cirt ^ ' 
L Pcrspna! Chiracttri^cs^ ^ ^ 



I- 



5; 

2 



K. Speech Training 
;_ L. Speech Thcnpy 



Kill t?jtervv:w 
UP?S* . 



4 • ^1 CI i:^ c.'j tio n 



y 


■ 

) 




3 












<• ^ 












RATING CODE: 






1' 


Outsundini ^ * 


- - /^;.' 


/ 










2- 


Above Avenge 






3- 


^Avenfc • - - 




•> 


4- 


Below Avenie 






5- 


* NotOfal^rrea 






6- 


Not Appikaibk 







'1 



I 



irnnAL ASSESSMENT 



FINAt Ai&SSS5M£NT 



CODE NO. CODBNa 



REMARKS 



o foUow intciuctiona 



* 3 i^^i^S^ '"^ to *<»r d wor k ' 
"*/vtj;V^Unc« punctuality 



1 

4 « 



v'-rrar io->o>ousjnutc'njj & equip.) 



At 
& 



— 77" 



4 > w\.rk 



1 

it 

1 

1; 



* > * - 



7 



• 'c-26 



/ • 



o 

i 



TENTATIVE GOAL(S) (to impj^ove on arny. areas that are negative in initial assessment 
' ^ 'or other appropriate areas) 



A; * : ] » 

B. " ' . ^ ■■ 



CAREER-^GOAL ( What enrollee plans' to be?) ' 



EDUCATIONAL^ PLAN v (Here is how enrollee plans to. reach his goal.) 



c. 



MODIFICATION (Have changes occurred in enrollee's career gbal and educational plan?) 



Items 1 through 4 are the^goals set by the enrollee with minimal guidance from counsel oi 
or staff person. If'during the program the enrollee changes plans, state his new goaU 



TESTS GIVEN ' , ' PURPOSE*' I . ' " RESULTS (scoring). 



PROGNOSIS: (Action to be taken) ; 

: s_ 

; . \ 



^ . 11 



, C-2/ 



r. 
r 



Month 

> 

Sept. 
Oct. 
Nov. 
Oe'c. • 
Jan. 
Feb. 
Nar. 
' April 
May 
June 

X 

s 

July ^ 



RECORD -^DB EVALUATION 

Attendance PerformancePromptness Days Hours 
■ '7 "7 '7' '7 '7 Absent .Worked 





























^ 












































































































































\ 











































































03 Job Title 



NYO - JOB ASSIGNMENT 
Supervison 



Rating Scale - 

1 - Outstanding 

2- AboVe Average 
*3-Average 
4-Berow Average 

Comment overall evaluation 



Reason for termination: 



T 



Site 



List any previous programs 
^ j to Program 



4^ 



'st any prevjous v/ork experience 



'.llo Job ■ 



Reason for leaving 



ERIC 



— U 
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. I' 



DATE . ■ PURPOSE 



COUHSELIHG L06 



REMARKS 



FOLLOMrUP/ 
ACT I OH TAKEN i 



(tuTtural Activities/Field Trips 
DATE ACTIVITY 



HOURS 



DATE 



' ERIC 









I \ 






'^ITE Visits 
REMARKS 




k 


, , • .* 

, / 

• 


\o ! - - ' ' / • , 

»- * ft 

* * / ' 






11 . 












-.0./ 
















J 









FLINT COMMUNITY SCHOOLS 
NEIGHBORHOOD YOUTH -CORPS - VEPS 



Full^ Legal Name^ 
Work Station 



r 



(do not use nickname) 
o School 



V 

DATE 
* 


. TIME . 
Started^ Tinished 


rTOTAL HOURS 
WORKED 


PAr SCALE 


ATTENDANCE 


'ASSIGNMENT 
• 




\ 

1 
1 












1. 

1 ' 
. 1 
1 

- - i. ■ 


f 

o 




• 

o 


, ; ' T- . ' '% 




1. 






i 




/ TOTALS ' 











SITFRVISOR OF NEIGHBORHOOD YOUTH CORPS -^^EPS ENROLtEES^; 

No time sheet will be accepted if the time sheet is nor- filled ^out in ink, 
if. each da)): of the Week is not indicated^-including days absent, if ditto 
narks are used, artd*^if the time sheet is not sip^ned by each individual belpw. 
Please indicate the num-er of hours you have spent supervising the Neighbor- 
^hood^ Youth Col^ps enrollee workiing under y^ur direction during the period 
r-overed'by this, time sheet: . 



'eric 



C-30 



^, Signature, of Imi^ediate Supervisor 

'< \ < " _ . 

' ' I V \ ^ 

j . ' • * I 

Signature of NYC-VEPS Coordinator 

* \ • • • 

Signature of NYC-VEPS Enrolled* ] 




NAME 



NEIGHlBORHOOD YOUTH CORPS 
PJ^LOT CAREERS PROG'RAM TIME SHEET 

2033 South State Street 
, ' Salt Lake City, Utah 84li5^ 



MONTH 



YEAR 



1 



TYPE OF WORK ASSIGNMENT 



NAME OF PRIVATE BUSINESS 
PAY PERIODS: 

1st to 15th, I6th to 31st 



NAME OF SCHOOL ATTENDING 

TIME SHEET PICK-UP 1st & 6th 
UNLESS OTHERWISE NOTIFIED. 





Day of 
Month 














4 ' 


SUB-TOTAL 




Uay of 
Vfeek - 


-Sun 


Mqn 


Tues 


Wed 


Thurs 


."Pri 


Sat 




[Enrolle.e 
' . ' iHrs. Worked 
























r 
















Day 6f 
Month ' 
















SOB-TOTAL 




Day of 
Week 


Sun 


Mori 


Tues^ 


Wed 


Thurs 


Fri 


Sat 




1 


Enrollee 
Hrs . '.Wcrrked 












> 




























Day "bf ^ \ 
Mon.th ' 


V 

\ 














SUB^TOTAL 


> 


Day of 
^^J^ek 


Sun 


. Mon 


Tues 


Wed 


Thurs 


Fri 


Sat 


, ■ \ 




Enrollee 
Hrs . Worked 




1 








1 r- 

; 







TOTAL 



I certify that this information is correct: 



^Signatur6'*of NYC 



Enrollee as above 



Signature of Innnfediate Supervisor , . 
FOR OFFICE [RECORDS ONLT: 



Title 



Hts. .Worked 



JRa t e/Hour ^ ^ - .W ages 



Total Time Sheets 

Enclosed 

Hrs. Worked 



\ 



ERiC 
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1 W 



^lome of Tromee 
Job Title 
Please return to 

-J 



BUFFALO PUBLIC SCHOOLS 

Buffalo, New York . < 

WORK-TRAINING PROGRAM 
Neighborhood Youth Corps 

TRAINING REPORT 

Employing Agency 

School , 

, .r... ./ Coordinator 



Poor 



Fair 



Good Very Good Excellent 



A. 


Overall ottitude 


1 


2 . 


3 


4 . 


5 


6 . 


7 


8 


9. 


■10 


B. 


Promptness 


1 


•2 


3 


4 


5 


6 


7 


8 


9 


10 


C. 


A|tten dance 




• 2 


3 


4 


5 


6 


•7 


8 ' 


9 


10 


D. 


J'elotionship with supervisors 


2 


"3 


4 


5 


6 


• 7 


8 


9 


10 


E 


Relationships witl^ others 


1 


2^ 


3 


4 


■ 5 


6 


7 


8 


9 


10 




Personol Appearance 


1 


2 


3 


4 


5 


6 


. 7 




9 


10 


^G. 


Pollows Rules 




2 


3 


21 • 


5 


6 


i 


8 ■ 


9 


10 


H. 


Ability to learn 




2 


3 


4 


5 


6 


7 


. .3 


« 

9-' 


10 


1. 


Quoli ty of Work 


1 - 


. 2 


3 


4 


5f 


'6 


7 


8 


9 


10 


J. 


Quontity of Work ) . .y 


1 


,2 


3 


4 


5 


6 


7- 


8 


9 


10 



(Pleose circle) 



( ) No 



1. Hos th'e^enrol lee received ony counseling from .the supervisor on the jobv ( ) Yes ( ) No 

/ 

2. Do you feel counseling by the coordtnatiirr woold improve enrol lees wjofk and attitude? ( j^f.Yes 
Specific suggestions >. , 

3*. Since bejng ernpl^yed, the enrol lee's work attitude hos: Improved . Remained the same Deteriorated 

4. If you could, would you ke.ep the enrollee on the job ofter he leaves the program? ( ) Yes ( ) No 

5. If asked, would you give the enrollee o favoroble reference for another, job? ( ) Yes ( ) No 

6. Number gf hours of supervision ' ' * ^ * 

'7. Cost per hour ^ , . * ' '. 

8. Total superv4Sory costs ^ • • 

Please ad^ any comments concerning the enrollee or this program. . ' , f ' 



I- PI Month ending date 



SignaVijre of Supervisor 
C-32 "•■ ^ 



FLINT BOARD OF EDUCATION ' 
• NEIGHBORHOOD YOUTH GORPS - VEPS 
J EVALUATION SHEET * 



Date 



Student's Name 
Work Station 



Jchool Attencjng 



Aadress 



Supe'-y J sor *s Name 



Phone No\ 



OTHER COMMENTS: 



JOB PERFORMANCE 

-r -f 


— \ — ""^sw^ 

l^cel lent 


- Good 


I - 

Acceptable ^ 


^ Poor \ 


' ' • Pjrctua! f ty 




, — 5/ 




« 


r\egu i^ar ua 1 
Attendance 








<> 


MDi • 1 ty to ro j low 
Instructions 










Qua! i ty of Work 




feR 






5' Judgement 




— 1 


- 




. ^ Abi i i ty to Work 
with Others 


^p— 

• 








ATTITUDES ON THE JOB 


Excel le|vt ' 


Good 


Acceptable 


Poor 


] J iniL^' 65 L In WOTK 


• • •' 








2, Cou.-tesy ; 






\ 




^ Abl lUy to Accept 

Cr!t!cUm 










Cooperation with 
.--^ Ccmoany ^u !es ^ . 






f 




PERSONAL APPEARANCE . 


ExceilMtll t 


V Good - 


Accejptable 


• Poor 


' - Approp.^^iate Dress 











2' C iesfi ■ iness 




1 III 1 




^-^ ' r . , , n 



ERIC 



WHC:jw 
07-2J-71 



Supervisor'^ Signature 
Counsellor's^ Signature 



Enrollee's Signa'ture_ 
C-33 



1 



PILOT CAREERS PROGRAM 
^ENROLLEE PROGRESS REPORT 



Name ofo Enrollee 






Date 


Host Agency , <^ 










Please place an X dn the appropriate 


column: 










J Excell- 
ent 


Im- 
proved 


Satis- 
factory 


Poor 


Deteri- 
t't a ting 


1 

?unctualitv 


>^ 




—I— 






i 

T)eoendable 












\ 1 

Attitude 








— V 




cooperative (works well with others) 












\r.bitious (willing to work) 












^^orsoijal appearance 












' ng.orness\to learn " • . 












\ • ^ 

Willingness Xo accei)t responsibility 












"initiative- 










1 

; 


<"apable of .accepting criticism 








V 


t 


*\?slr,e to make good ' » ' ' . 












(General conduct on the job , 










■ ••! 


-Viditional cormifents: ^ • _ 

•■ . • 3- 




V 







-rnature o.f person prepa^-ing report" 
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SO 





CO 



i 



c3 
o 




0!) 
.0) 



S" CO 



O 

I 



as * 









0 ij 1 0 ^ 

NrriGHBORnOOD YOairl CORf^G * • " . 

293 ^Js^^X LONG S»'i:iIET ^ 



^ COLUMBUS. OHIO 




1 



1 V70uld like td take this belated op^>ortunity to personally 
thank ycu for participating in the Vocational Exploration in the Private ^ 
Srctor Program (VEPS), Ipcrh^^s you me aware that this joint effort 
bot\7eGn the Colxirnbus lieigbborhood Youth corps colur^bu-; Board of Educa- ^ 
lion and th^ national Alliance of Busincssiroin is 'only one of eight 
/rcininilig progi-a'ins in our country. We are very encour£fci?d by the 
re^uL.15 that v;e have been receiving and*look forv.\=ird to the continued 
expansion of this mast logical approach to the problems v:ith which 
disadvantaged youngsters are confronted in the world of \:ork; " 

At the time you were initially approached as to 'your willing- 
ness to partioipate in this new concept, you were inforir-Z:d that a 
financial cor;*.itdtinent^on your behalf V3s necessary. The statement ' ' 

which is s enclosed wili reflect your contribution for involvcmeivfe in 
the 3uxun:er phase of the V£PS. program. Within the next n>a:^th, you 
will rq^ceive another statement thatf will cover the current semester 
of operation. . - . • . 



Should you have any questions regarding this biildng/ youjr.ay 
call me at 461^7455 or talk with Mrs. Enna Bozyrr.ski at the same rfl|rber. 
Ag^in, let r.o thank you for your involvement in this ptrbgram, because, 
without individuals sJfch as yourself^ this program cou&'^ not be success- 
ful. ^ ^ . ^ ^ . ^ , ' 

♦ Sincerely/ 



Bert W. Korte 
Project Director 



i'nclocure • 1 . ' " i r^r>-« 



C-3S 



. * rv.i-ajy.5uivji.uoiuu-.>: ' AUMiNisTHA'nvr: on ict:s 

C;LDuuK..roo . 270EastSt.uSiuv, 

' ^ ^ . * Columbui, Olilo 4r«2l5 

* V .* - ArsaCodJ 614 228-3821. 



October 27, 1971 



Mr. Al Woodall 
Director of Personnel 



r 



Lazarus Department^ Store 
South High and West Town Streets 
Columbus, Ohio ^3215 * 



Dear Mr. Woodall: ' ^ , • 

At a recent meeting with our Child Study Department 
staff I was advised of^ your participation in *the Vocational - 
Exploration Private Sector Project, tour cooperative effort 
in this project provides an excellent^ opportunity for *these 
high school students to obtain meaningful experiences in the 
real "World of Work." \ ; ' 



You and your associates are to be commended for 
7 providing this valuable learning experience for these 
^tude^ts. .By combining the efforts of the*sch6 
bus'iti^s community it is my sincere belief that 
provide^ a valuable opportunity for many students 



ride 
becojne 
product! 



etter prepared. to assume a more rewarding 
le/in our society. - 



ro] 



On behalf of Joyce Aekins, Karen Bel 
Steele I want to express my thanks for ypur parti 



in this project.. 



/ 

SincerelV yours. 



JE/mjb ; 




John Ellis 

Superintendent ^o/f Schools ' 



0 ' ..." 

■ V, . "Inter-office memo 

DATE: Sept/14, 1972 * . " ' . 

; FROM : Vernon Crear, NYD Director 

TO'-: NYC and Work.\Experience- CoordlrfatorS . * * , . * 



OrnCE OF CdtUNTY 
SOTERINTL'NDEKT OF SC^iOC^ 
HtJ] Bf<ords*— « W St; 

Phoo< Turner 9^nr 




lUBJECT,: .NYC, CEWEP and VEPS Carger" Guidance Units 



As you all know by now, we are anticipating a 'reduction in f^YG fundinq for the ^ 
present school, year. In an effort to forestall this reduction or at least keep- 
. It at a immmjjni we are a-sking,you to develop programs like VEPS and CEWEP in - 
yhich the employer pays" a proportion of enrollee wages. Programs of 'this nature ~ 
- in the conservation and ecology fields are strongly encouraged. • 

An important ingredient* of any program .whether it be MYC, CEWEP-or' VEPS is thp 
. inandatory.mmmiim number, of hours the enrollee will be engaged in structut^ed * 
. career guidance activities; ^ Such, a^guidarice service along wtteo re real istic**^- 

job sites will..greatry>*improve. tlie' overall NYC program. ' "^eansHc**^. 

Fori lowing .are suggested fornfats, topics and materials for the 12 ho'ur NYC 

SUida.fice unit the 3Q hour CEWEP unit. and the 45 hffur VEPS- guidance unit- These ' 
are minimum and applicatien and sequence. sho'uld^depend upon individual n^eds 
. . .and awareness and the provisions- of yoQr part-icular program/^ • : 

Do not- feet that these 'guidance activities .^/iir create' a prohibitive time' " ' ■ 
- problem for you.- VEPS job developers and other staff members wil use ?Lir 
. time .and career guidance .materials, including the Mobile Van, -to offer thes'e ' 
• • ?r?hl T f\V^^'' "/U g^^dance-activities must be documented ind iept 
in the enrollee folder ready for^evaluation at any;time. . " ^na ^epi 

Following is a list of suggested topics for^the l^, 30 and 45 hour career guidance ■ 
units. - Each togic'^or service is placed in numerical order BVily, as this allows 
. .the counselor to determine hJs priority anti the lengtK of each unit / ' ' 

. • ' I ^ • _ » - 
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APPENDIX D. 'BIBI^GKAPHY VOCATIONAL EXPLORATION RESOURCE MATERIALS . 

The material coiv<;ained in this appendix is divided into seven' sub-sections : 
Books, Directories & Bibliographies, Films & Films-trips, Vpcational Guidance 



Kits, Assocations, Te3ts and 'Audio-Visual Equipment. The listings are not an 
exhaustive compilation of available materi^als, but the. majority, of those included 
have been used as resource materials i^n one or more participating cities, Addi- 
^ tional*^ sources of information include thfe school work experience counselors -fiffld 
"^Sit'aff.at the State Employment Service offices. • ; i 



I 1. Books 



After, High School What? Nashville: I[.L. Polk & Co., 1971. • . '^.^ 

Alex, Charles." How to Beat Personality Tegts . Arc. Books. ($1.45) 

Amos, W. and Jean Grambs. ^Coun^eling Disadvantaged Youth . Prentice-Hall, 
1968. ($7.95) ' , 

Atherton, Jos. Chr. and Anthoriy Maumphrey,, Essential Aspects of Career 
Planning and Development , Pririters and Pub • 

Baer and Roeber . Occupational Information . ($8.00) ' ^ 

Banta, Trudy W. and Patricia Marshale. "Bringing Schoois and Industry 
Together", Manpower. Vol. 2, pp. 24^41 (June 1970) , '^^'^ 



Biegeleiseni Jacob. Job Resumes; How to Write Them, How to Present Them . 
Gro^set and Dunlop. ($1.95) 

-Bloomberg and Wm. Klein, Washington, D.C. Inst, for ^buth Studies , Howard ^' 
University, Apr4.1 1965. 

Book, Ken. Jobs & How to Get Them . ($2.50) 

Brown, Duane. Students Voc. Choices: a review arid critque. Hought Miff., 
1970, Bibliography p. 69-77. ^ ^ ' 

^uckheimer, A. The Counseling Relationship . ($5.80) , » 

Bur-chill. - Work Study Progress Alienated >Youth . ($5.80) 

>Butler, E. A. How ^o Move In and Up . .Macmillan, 1970'. ($5.95) 
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Casewlt, C. How .to Get a Job Overseas. Arc Books. ($1.45) 



Chicago Urban League. Jobs Now, A Project to Find Employment for 3,000' Young 
Men & Women, Provide a Unified Approach to Employment of the Disadvantaged 
& to Operate a Seminar Center for Personnel Involved in the Recruiting, 
Training & Employment. Status Report, No. 3. Chicago, 111: Chicago Urban 
• League ',V->Chicago YMCA & 111. State Employment Service, May, 1967. "105 pp. 
(ED 016 125 MF $0.65 HC $6.58) 

Chick, Joyce M. , Innovations in the Use of Career Information . Houghton Mifflin 
' (1970). ^ • ' 

Crites,. John..' ^ Vocational Psychology ^ McGraw-Hill,. ($13.50) ' , . . ^ 

DavTs, S., A definitive Study of ' Your Future in Computer Programing ^ N'.Y. 
Richards Rosen Press, 1969. 

Denham, Wm. H. , Wlater L. Walker, and Joseph H. Gross. Washington, D.C., ' 
Institute for Youth Studies , Howard, April 1965. 

Detroit Pub. S^jhools, Department of Placement. The^Job Upgrading Program; 

manua3rof procedure Detroit, Board of Education df City of Detroit, 1962. 

Dubnick, Phyllis. A Job for You . Austin, Texas: Steck-Vaughn f^ompany, 1967. 

Ellis^ Everett L\ , Education in Wood Science & Technology , (Madison, Wis.: 
Society 'of Wood Science & Technology, 1964i),J 
• - . ' ' * 

Eric, Vocational Education for the Urban Disadvantaged and Information Sei:ies 
/ No'. 50 VT 013' 761, Eric Clearinghouse or Vocational & Technical Ed., • 



Ohio State University, November 1971. 
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'Eric, What Vo-Ed Teachers & Counselors Should Know About Urban Disadvantaged 
/ Youth, lEric, Info Series No. 46. VT 013 543^ U.S. Gov't. Party Off., 
' Washington, D.C.^ $.35 

Facing Facts lAbbUt Preparing for Your Future — ^ Guide for- High School Students, 
Counselors and Parents . Pruden"Eial Insurance Company of American, Box 36, 
Newark, N.J* (free) | ^ . 

Feingold, N.S. an<^ S. Swerdloff. Occupations and Careers. McGraw-Hill, 
1969. ($6.00) " " , * " ' 

Felseilfeld. Washington, D.Cl : Institute ,for Youth Services ^ Howard University 
1^;^ January 1966. ^ \ 

' * ' \ 

Ferman, Louis, A. Operation Retrieved. -Disadvantaged Youth: Problems .of Job 
Placement, Job Creation, and Job Development. Ann Arbor, "Michigan: 
niversity 'of Michigan, 1967. (ED 033 211. MF $0.65 HC $3.29) . 




Fine, S.A. Guidelines for the Design of New Careers . Kalamazoo, Michig^*^ 

(300 South ^Weatnedge Avenue): W.E. Upjohn Institute for Employment . T ' 
Research, 196^.^^ ^ ^ .™ ^^^^ — 



Fiiie, S.A, "ThjS Things-ITata-People Vocational Counseling Inter'^:^^.*^^ Paper 
presented at the meeting of the American Vocational Association, Dallas, 
December 1968 • . • 

Fishman, Jacob R. , William Klein, Beryce MacLennan, Lonnie* Mitch^l , Arthur 
Pearl, ari4,]kalte^ Walker • Training for New Careers , Washington, D.Ci 
Institute for .Youth^ Studies , Howard University, June 

\ ^ . . , 

Fishman and Befyce W. MacLennan, Job 'Description for Community Ald^^jj^ 

Washington, .J). C. : Institute for Youth Studies, Hov^ard University, 1965. 

Fountain, M.C. "What is an Education Worth? A DolLar-and-Sfeae^T^lvaluat'i.on, " 
Occupational Outlook Quarterly , Vol. 12, 1968, pp, 26-28. i 

•Faraenkel, William A. How-to Get A Job: A Handy Guide for Jobseewers . The 

President's iCpmmittee on Employment of the Handicapped, W^shffagton, D.C. 

Friedman, Sand^||nd Lois Swartz. No Experience Necessary . Dell Publishers. 

General Motors. Can I. Get the Job? Detroijt: General Moto^s^ 1967. 



Ginzberg, Eli. Career Guidance: Who Needs It, Who Provides lt4 Who Can 
Improve It? ^ 

•Glasser, W. Scliools'- Without Failure '. 'Harper-Row, 1969. ^4^;^^ 
Goldenson, D. and P. Sandman. Unabashed Career Guide . .Macmil|Lan'. ($ll95) 

'I.- " ^ ' ^ ^ ' ' y 

Goldenthol, Allan B. Teenage Employment Guide . World Trade. ($2.95) \ 

Gribbons, W.D., & Lohnes. P.R. Emerging Careers. New ^ork: Teachers • 

Cqllegfe, Columbia University, 1968. . . \- 

Grosser, Ol^s. F. Office .of Juv. Delinquency & Youth Develoi^menfe, Help|.ng 
Youth: a study of six community programs', Washingtan, D.C. U.S. Gov,U: 
Printing Office, 1969. , ' / ' _ . 

* t ■ "r, "-^ ' ^ * ' * < 

. Guriii, ^Gerald. Inner-City .Negro Youth in a. Job TrainiqA Project: A Study* 

©f^Tfic tars. Related to Attrition & Job JSuccess. Dec. 1968, U.S. Dept. 

' * of-HealtJi, Education, and Welfare, office of Ed. Project No*. 2798,, 

, ^Contract No. OE5-10t-243. ^ ' \ ' * _ \ <^ , 

-lSijS_clr,~Kenneth U.- and John D. ^Alcorn. Guidance in Action: Ideas and 

Innovations' for School Counselors. West Nyack, N.Y.: ^Parker Publishing 
Go;?,^ Inc., 19?/0.« / ' , " _ 

Haight, Tim. Careers/ After High School . ($1.25) . 



Herr, Edwin A. Decision-Making & Vocational Development , Houghton-Mifflin, 1970. 
Holland, John. Psy/hology\|pf Vocational Choice . Ginn College Press. ($1.95) 



Hoppock, R, OcQ^^pat^onal Information , McGraw-Hill, 1967. ($9,50) 

Hoyt, Kenneth • Careef Education What It Is & How to Do It , Olympus Publishing- 
Co,, 1972, 

( 

Hughes, i.e., Jr. "See for Yourself: A Doing Approach to Vocational (guidance. 
^ Vocational Guidance Quarterqy , Vol. 13, 1965, pp.- 283-286. ' | 

.1 

Hutchins, R. "Are We Educating Our Children for the Wrong Future?" Saturday 
Review, September 11, 1965,, pp. ^6-67 & 83. ^ 

♦ V 

Isaacson, Li'E. Career Information in Counseling and Teaching > Bpgtdn: Allyn 
& Bacon, 1966. 

Jorgensen,,_G_.|}. , Janzen, F.^*., Samuelson, CO., & McPhee, W.M. Interpersonal 
Relationships; Factors in Job Placement > Salt Lake City: University 
of Utah, 1968. t ' ^"^^ 

Joseph, James. Career Outdoors . Nelson, 1969. ($5. §5) 

V^tZy M. "'Comments' on Roeber, E.G. Indirect Exposures and Career Guidance." 
In Ann M. Martin, ed.. Occupational Information and Vocational Guidance 
for Noncollege Youth . Pittsburgh: University of Pittsburgh, 1966, 
pp. 91-103. 

Kaufman, W.I. lOOX Top Jobs for High School Graduates > Ne^^ork: Bantam 
Books, 1965. ' ^ ^' ^ ' 

Kimbrell, Grady'^and Ben S. Vineyard," Succeeding in the World of Work . Bloom- 
' , ington,^ 111.: McKni^ht & McKnight, 1971. ($6.95) ' / . 

kirk and Michaels. Occupational Information in Counseling . Consulting . 
\Psychalogist Press, Inc. ,1964. ($^.00) 

Klein, Wm, Wm. Denhan, Beryce MacLennan anci Jacob R. Fishman. Training 

Nonprofessional Workers for Human Services: a manual of Organization, 
and Process. Hwd.^May 1966. 

Kohler, Mary^C, & Freedman, Marcia K. Youth in the World of Work:' Some 
4^ Demonstrations of Guidance, Training and Work Programs for Youttt in 
the United States . New York: Taconic Foundation, 1962. 

Kursh^ H. Apprenticeships in. America , New York: W.W. Norton, 1965. 
f 

Larimore, D. The Vocational Guidance Quarterly , Dec. 1968, pp. 87-89. 

Law, Gordon F. Contemporary Concepts in Vocatrtbnal Education , 'liyashing ton, 
D.C. : American Vocational Association, 1971. ($8.5.0). . ' 

Lembeck, Ruth. Teenage Jobs , Dell Publishing CoT; Inc.,; 197,3, X$»^ 

Lis ton i On the Job Training and ^ Where t-ar.Get It . New York: Julian 
Messner, 1967. ^ , ,^ 



Ma;:tin, Ann M. Theory & Practice of - Community , Eliucational ^nd Vocatj.on al 
^\ info. Houghton Mifflin, 1971. T^""^ 

' ; • ) . ' . ' - ^ ; 

^ ]5^^aniels, C, & Dickerson, V.M. Educational Requirements of Selected Qccupa- 
tions. Moravia, N.Y^.: Chronicle , Guidance Publications, ..1967. ' ^ - 

^ ^ c . 

Morrison, T. Careers in the Modern Office . McGraw-Hill, 1969'. (Manual~$3.50) 

\ What Job for Me . ($21.60) v ^ ^ 

New York Life Insurance Co.<^ Career Info. Service. Careeis: Opportunities: a 
- ser-ies of articles* designed to ,help guide young peopl^ to a xbetter future. 
New York, 1969. ^ ^ . ^ ~ - 

>.New York Life Insurance Company. Making the Most of Your *Job Interview . New 
^ York (51 Madison Avenue): The Company, 1966. , ^ . 

/ :^'New York State Employment Service. Why Young People Fail to Get and Hold < 
Jobs.., Albany: The Service, 1963. 

. . . . . ^ . 

Norris , i Occupational Information — Element'ary School . ($5 . 85)- 

-Osipow, Samuel H. Theories of Career Development . New York: Appletone-Century- 

-j. ^ Craft, 19:68. 

' #. . . ^ ^ * 

<' ' , 

Pearl, A., & Rlessmau,^ F. , eds.. New Careers for the Poor: The Nonprofessional 
in Human Services . New Yotk: - Free Press, 1965. 

' ■ \ . . ^' ' . ' 

. President's Coiihcll on Youth Opportunity. Manual For Youth Coordinators . 
-Washingtbn, i).C. : Government Printing Office, 1969. ($1.50) 

L Rhodes, Jas. A..->,> .Vo-ed & Guidance^ Columbus, Ohio, Merrill, 1970. 

/ * * 

Ri«hter, David^4.. Occupational Essenti^ls—Skills^and Attitudes tf or iknploy- 
ment . Roclcfbrd, 111.: Johnson Pi'ess, 1971. / 



Rood,. A. Job Strategy . McGraw-Hill, 1961. ($6.95) 

Rosenberg,. Jerry M. ifew Conceptions of Vocational ^and Technical Education 



New York: Teacher^ , College Pres.s , Columbia 



Rkiivi 



/^rsity . 



Roth, Robert M. et. al. Psychology! of V o catloi^al-Developmen t. Allyn, 1970. 
($9.95) ' . ' - T— 

Sandman, Peter M. - The Unabashed Career Guide , Collier Books, |969* 

Schill, W.J. and H. Nichols. Career Choice and^^areer Preparation . Inter- 
state,' 1970. ($4.95) r 

Schrader, Hugh E. The World og.Work . PortlW, Maine: J. Weston Walch 
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Schwebel, ^f. **The Counselor as Enabler." Vocational ' Guidance Quarterly , ♦ 
' Vol. 14, 1966, pp. 229-235. 

Shartle, C.L. Occupational Information: ^lt& Development and Application . 
(3rd ed.) EnglewoodJJli^s^ N.J^» : Ri;^ntlce"-Hall, 1959. 

Sheppard, H.L., & Belltsky, A.Hr r f^^romotlng Jobflndl^ Success for tHte Un- x 
employed , • Kalamazoo, Michigan (300 Sputh Westnedge Avenue): W.E^. 
Upjohn Institute for Employment Research, 1968. 

Slnick, Daniel. Occupational Information, and Guidance , Houghton Mifflin, 1970 
(Bibliography p. 73-80) ~^ '7^ 



Slnick, D. Your Personalyy arid Your Job . Chicago: Science Research Asso- 
ciates, ,1960. V 

V 

Sinicki D. "Training, Job Placement, and Follow-up." In D. M^likin ,& H. 
Rusalem eds.. Vocational Rehabilitation of the Disabled: An Overview . 
New York: New York University- Press, 1969, pp. 129-153.- (b) ' 

Snelling, Bob. Opportunity Explosion . New American Library. ($.95) 

Stevens, Nancy D., & Schneider, L.R. "The Dynainics of Job-Seeking Behavior.'** 
Journal of Employment Counseling, Vol.. 4, 1967, pp. 56-^2. (a) i 

Stevens, Nancy D.,-& Schneider, L.R. "The Dynamics of Job-Seeking .Behavior : 
Moderate Placement Readiness." Journal of Employment Counseling , Vol. 4, 
1967, pp. 79-85. (b) ^ 

Stone, Elra.' How to Get a Job . New York: Bruce Publishing Co., 1969. ($2.00) 

Super, Donald. Psychology of Care,ers . ($7.50) 

Super, D.E., & Overstreet>, Phoebe L. . The Vocational Maturity of Ninth-Grade 
Boys\ New York: Teachers College, Colufabia University, j.960. 

Tannenbaum, Abraham J. Dropout or Diploma . New York: "teachers Co'llege Press, 
Columbia University, 1966.- (Includes bibliography.) - 

The Glidden Company. Gett^g the Right 'Job . Cleveland (900 Union Commerce 
Building): The Company, 1962. . ' . ^ 

*Thoroman, E.C. The Vocational Counseling of Adults & Young Adults . Hou^ht^n 
Mifflin, 1968. , . . 



Wolfbien, 'Se^our L. Education and Training for Full Employment . Columbia 
»: University 

U.S. Department of Labor, Manpower Adminstration. Do .You Want A Job? /Washing- 
* . ton, D'.C: Go^j^er^ent Printing;^ Off ice, 1969. ($.10) 
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BreaktRrough for Disadvantaged Youth , 

ment Printing Of f ice,- 1»69. ,($2.00) 



Washington, D.C.: Gpvern- 



U.S. Department of Lab^r^ "Credentials and Coimng^^ — J-ol^s""?^ P^^J^aJiw^^T 
V out Diplomas." Mauafcower-^Reportr T'l^^ , 1968. (d) ^ 

U.S. Government Printing Office. Education for the Professions (1.75) . 

U.S. Welfare Adminstrktion. Getting Hired,' Getting Trained . Prepared by National 
Committee on Employment of Youth. Washington, D.C. U.S. Government Printing 
Office, 1965. . ' " 

U.s)^ Department of Laoor ,^''tt a»^b^ Q k "f or Young Wot7kers: Labor Laws, Training 

Opportunities,"^ourg^ of ITei^ Superintendent of Pocuments, U.S. Govern- 
ment Printing Off iTce, Washington, D.C. 20402 1965. (b) 



U.S. Dep^artment of Health, Education and Welfare. Job Development and Training 
for-. Workers in Health Services . Washing, D.C: The\Department, 1966. \ 

U.S. Department of Labor. How to Prepare. Yourself for Job Stnterviews . Super- 
intendent of Documfents, U.S. Government Printing Offf^, Washington, D.C. * * 
20402. 1965. (d)' ^ ^ M ' 

JJ,S. Department of Labor. Job Development for tjie Hard-torEmploy . June, [1968. . 
' Contract No% 82-24-68.20.* 

.U.S. Government Printing Office. Job Descriptions & Organisational Analysis for 
Hospitals S Related Health Services . Revised Ed. 1971, Washington, D.C. 
($4.25) 

U.S. Department oi Labor, Merchandising' Your Job Talents . Superintendent of 

Documents, U.S\ Government Printing Office, Washington, D.C. 20402. 1964. 

. — The Neighborhoo'd Youth 'Corps: A Review of Research, >t^npower 

If^earch Monograp^i No, 13. Washington, D*C.: Government Printing Office, 
1'970^ ($.60) ' 

U.S. Departmetit of Labor. New Careers for the Dis4dva\itage§;in Human Service . 

Instritute for Youth Studies, Howard Universi;tv^, WasHS^^ton, D.C^. Contract 
' //8^-08-43. ' ' . ' :f I*'* , ^ ^ 

U.S. Government Printing bffice. Occupational Manpower ,£c^raining N6edsl Bulletin^ 
1701^ Bureau of Labor Statistics. ($.75) ^ Lf 

^ I ' f 

--: Orientation, Counseling , t and Assessment in Manpower Programs , 

MDTA Experimental and Demonstration Findings jNo. 5. Washington, DIG.: 
Government Printing Office, 1969.- | . 

U.S. Government Printing Office. Putting the Hard-Core Unemployjgd Into Jobs . 

A Report of the Business-Civic Leadership Conference on Employment Protlems. 
3une 5-7, Chicago, 111. Part II Case*Studie^. Washington, D.C. ($.fi5> 



Whitffeld.-and: Hoover. Gui|b to Career thtdugti Vocational Trailing . c^napp^ ^ ^ ^ 
\ 1968.' ' ($5-95)': ^ V. • ; , " ' " V 

Waffbein, Seymour L. Occupational Ipfonnation: A Career Guidance View j Kaiidom-,^ 

^ ^ - . ' . . • 2 - ' - 



' Directories & Bibliographies 'r^^ ^ ^ * ^* -^^ - , v 

Ame rican Trade Schoolg I^irectory . ($15) " ' 

" ^ » : ^ . / \ ' ' 

American ^Vocatfbrial Jpumar , American Vocational Assbciatloa, Inc. Wa^Kington, 
^ ^ D.C.^ (Moirtlily magazifie containing articles oii voc|Hpnal education,"; a, 
^aK^Uography^ of new Books and studies i^ the fieHS|td ajs^'for related. ■ 
CV e^^uipment.j % . ' . - ' , -f/^^'^ \ ^ ^ 

As^ciated 'Publishers Catalog . Associated Publishets, los Altosr Calif . (Joists 
"""T"" guidance materials from 1,000 different sources^ whi&^' they offer for sale.) , 
- (free) C' ^. - ^ ' ' ' - % ■ . \ ^ 



t<.:^ut'b Guide to The Two-Year gblleges . v ^B^rr on' s' Educational Series, Iric^, 
t-Joodbury, if.Y.' • ($2.80) ^ " % . ' 

Buro'3 Mental Measurements Ye%r Book (Sixth Editi6n) .s?'^ Oscar K. Euros ^ (e4y) . 
" Highl'and Pajk, JJ» J. Gryphon J^res^J, 19654 . ^.--^ ' * , ^ : . \ *' ^ 

Career Employment Guide l National Einplpyment Sepices Institute,^ Washington, 

D.c.^^^($2,oo) / \ , . ; • > ^ / 

""Eharti ng Yqur Job Future . Science Research Associatlls, Chicago. 111. ^X$2.1O0 

^ ^ ^. - *^ ' - ^ o f 

Chronical Job Briefs. - ($65) 7 - 



-c — cr- 



A Counselor's Guide tb- Federal" Aid Programs .) u'.St Departments of ikbcr . W^^h^ , 
^ in^on, D>C^ : \The Da-p>^L^ent, .1566,. (a)^^ ^ - . 

Counselor's Guide to Ifenpo^er Irjfbrraation. lSC.u' . U^S/ fiovemment^ ?xin^ing Office, 

l^asTiington; P.C. (Arinotajted b'ijjliography of federal and^Stafe publiqa- 
'\ tions.) ($1.00) V. \ . -^ y > ' a ' 

\ counselor \s Information JServi'£e . B'Na^. Bj^th' Vocational 'Service, Uashipgtc?n, 
D.C, \ (Quarterly aiy^otated bibliography of current litfratiif^ on educa-*- 
^ tionai and vo(;atiorialk?guidance# )^ X$7.00)^ ^ 4 ' '> 

Gowles Guid^ to Careera^&^Prof e^sions^ ^ Cowle's. ($3.|5) ^ . . 

^Dictionary of Occupational Tifles. ^^olt&e I: "Def iAitipns' of Titles C$5;'0q); 
* n^oitine lat^t'Occupational ciassif ication^ ($4.25^.^ U.S. Government ; * . 
■ Printing Off ice, T Washington, D.C. ; ^ " - . ^ ' 

■A.^SuppWnt tp.the Dictionary cof •:Occupati:onal Edition, 's^ected 

characteristics .of nccupations / (Physical D^ancfs. Warkiy CDildltions>^ Train- 
jfng Time )^ l^'B^, U.S. Government Printing Office, Washington, D.C. ($2*25^) 
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upplement 2^*to the Dictionary of Occupational Titles; Seliected characteristics 
of Occupations by Workers, Traits and Physical Strength, 196^ Third Ed. 

• U.S. Government Prfjiting Office, Washington, D.C. ,($1.50) 

Directory of National Trade & Professional Associations of^the United States . 
' Columbia Books,' Washington, D.C. ($12.50) ' ~ 

Educators* Guide to Free Guidance Materials . V Educators Progress Seivice, 
Randolph, Wise. ($7.50) - ' ' 

Ehrle, R.A\ "Vocational^ Planning Information, Available to Employment: Service 
. Counselors." Vocational Guidance Quarterly , Vol. '13, 1964-65, pp. 91-94., 

Encyclopedia of Carreers and Vocational Guidance 1967 . Volume I: Planning 

'Your^ Career; Volume Careers and Occupations. J. G. Ferguson 1 

^ Publishing Company, Chicago ,^,111. ($2i.65) 

Guide to Local, Occupational Information . vU.S. Department of Labor. Washing- 
ton, D.C: The Department, 1966.- (c) ' . 

Guide to Local Occupational Inf ormatioji . U.^. Department of Labor, Bureau of 
^Employment Security, Washington,. D. C. (free) / , 

. ' i - ^ 

Health Careers Guidebook . U.S. Cov'ernment Printing.Office, Washington, 1D.C. 
^ ($1.50) . ' ' r y\ 

Index to 35mm Educational Filmstrips .. National Information 'Center, fo^ Educa- 
tional Media, University of 'Southern California', Los AngelSat New York: 

* R.R. Bowkei, 1970. (Contains extensive information on vocational guidance 
' films.) ^ ' ' V V s ^ 

Lovejoy's Career and Vocational School' Guide .- New York: " Simgn & Schuster, 
Inc. ($3.95) >^ ' , 

Lbvejoy ' s . College .Guide .; New Yorjc: Simon & Schuster. J^nc. ($3.95) " ^ y 

Manpdwer . U.S.. Government Printing Office, Washington, D.C. (Moirthly maga- ^ 
.zine of tKe Manpower Administration. .Contains excellent feature stores ' 
on occupations.,. ^Ad news of recent publications and reports. ($7.50/year) 




Motivational Pamphlets 'fi^bm the' U.S. Department of La^or: 
^ • ' . ^ * 

. glology and Your, Career ^ ^ ^ ^ 
English and Your Caree'r 
: Foreign Languages^ and Your Career- 
Math and Ybur Career ' ^ : ^ X . . 
^ Science, and Your Career^ j., ^ ( ^ ^ ' ' 
^ ^ocial Scijance and Your Career . ^ . ^ 



Thlnking>-of-aii Off Ice- Job?; 
;your Job as. a Rsp^rman of Mechafiic 



* ' > ' ^ .• * * 

U.S." 6ovemmsnt Priu'lifai^ Office, Washingtqjif D.C. <free) 
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Sev Careers—Jobs vlth a Future and a Profession , U.S. Government Printing Office, 
'J^ ' Wl^flihgton, D.C, ($.15) . x^*^ ^ 

NVGA Bibliography of Current Career Inf/rmation . Publications Sales Office, 
7"^ American Personnel & Guidance Association, Washington, D.C. ($2.00> . 



/' Occupational Handbook of the.U,S. Air Force . USAF Recruiting- Of f ice. (Similar 
manuals available for other Armed Seirviaes.) (free) 

Occupational Outlook Handbook . U.S. Government Printing Office, Washin,gton, . 
D.C ($6.25) JiH 

, - Kt- 

Occupational Outlook Quarterly. U.S. Government Printing Office, Washington, 
D.C. (A quarterly publication of the Bureau of Labor Statistics contain- 
ing articles on manpower needs and also lists counseling aids and new publi- 
cations on manpower.) ($1.50) 

Recreation Employment Guide > National Employment Services Institute, Washington, 
D.C. (Directory of employers who offer simmer "jobs inxesorts, motels, 
hotels, restaurants, etc.) ($2.00) 

Series of Pamphlets' from the U/S. Department of Labor: ' . 

.obo for which Junior College > Technical Instit^t^'bx other Specialized' 
Training is Usually Required < • 

' . ' Jobs for which a High.-Si:ho61 Education is Generally -Required 

jobs for which a College, Education Is Usually RequirecL^ 
Jobs for which a High School Education is Preferred, but not Essential 

■ Jobs for which Appi^enticeship Training is Available ^ 

. r ' . 

U.S. Department of. Labor, Bureau of Labor Statistics, Washington, D.C. 
(free) ^ 

^ The Specialty Orierited Student Research Program . Dr. Ken.B. Hoyt, University 
' of lowai lowaTity. (Description of private schools based on evaluations 
made" by students enrolled ^^In them. Includes these areas.: kinds of - 
students enrolled, housing .available, costs, part-time jo^fe^^^j^^^^ents 
judge equipment, students judi^e their instructors, stutteit^give general '•^ - 
rating to their schools, percentage of students to complete their edu- 
^ cation.) (15) • ' • * ' ■ — ' . 

SRA Handbook of Job 'Facts. Science Research Associates, Chicago, 111- ($5.00) 

Vocational Education and Occupations 1969 . U.S. Government PrintlSEig Office, 
Washington,* D.Q. (Describes the types, of instructional programs which 
---^^ . ^ ~T6xist to prepare students for specific occupations which do not require 
Vi>'^ ^^^^ ^ bachelor's degtee. Dqes not include information on schools in wfcich 
courses are offered.) ($2.25) ^ . , 



Vocational Instructional Materials^ for Distributive Education . AvaiJabie 
from Federal Agencies • For sale by U.S. GoveTisient Printing Office 
, ($ir25)* #1780^0837 • , ' - 

Vocational lastrocticfeal Materials for Technical Educatfon . ($1^25) #1780-0841, 
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III. Films & Films trips 
Indices - 



Horkheimer,, Mary F<^'ey^ and John Q. DiflEor <eds .)» Educators Guide to Free , 
. Filmstrips (23rd' Edition) ^ - Randolph, Wise/: Educators Progress Service, 



* 



Inc., 1971. 

/ II- ■ 

— ^ Educatoys^GUide t'd Free Films, 1969 (29th Edition).. Randolph, 

• k Wise: Educaftor;^ progress' Service, .Inc. 1968. 

National In£ormatpon Cencer for Educational Media, University of Southern 
/. , California / Index tc^35ran Educaticjnal Filmstrips. New York: -R.R. 
^'f\ /V Bowker,' 1970. 

V • r / .7'' .;: ^ 

' Aims ' '/ /* . ' " V 
P.O. Box 1016 



Hollywood, /California 

Films' r *16tran Color 

' Is a Career in Soc. Service for You? 
•Is a Career in Technical Service for You? 

- Bomar * , 

622 Rodier Dr. ^ * * 

Glendale , ^Cal if omia 9 2 10 1 

. Film Strips. - Cassette - Color 
Aircraft 

Coristifuction ^ 
Electronics 
* • Sales ^ ^ 

- Summer Jobs 

Health Banking ^ y ' 

^ " ^ ••• 

* Dataf ilms 

2625 Temple Street 

Los Angeles, California 90026 
I 

Bob & Carql & Ted & Janice 



Doubleday Multimedia • 

Box 11607^ t 

1371 Re3molds Ave. 

Santa Ana, California 92705 

Films - 5l6mm - Color • • 

Careers , Opportunity- for Training, 
Making a Career Choice 
Women in Careers 



/ 
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Doubleday Multl Media 

8348 Sheffiep.d Rd. 

San Gabrftel/ California 



r 



Films - Smin' Cartridge - Color 
Secondary 

Agri-Business - 

Clerrcal ' ^ 
t Communications 

Construction 

Education 

General Services ' 

Making a Careers Choice 

Sales 

Health Services 
Leisure In<J^stries 
Mechanics 
f"** . Technicians 



Educational Progress Service, Inc. 
P.O. Box 497 ' 

/Randolph, Wisconsin 53956 / 

Aviation Mechanic <1964) ' / 
/ Auto, Mechanic (1964) . j 

Cameras ^^nd Careers 
' Career in Bacteriology 
Clay and Craftsmanship 
Coast Guard Officer (1955) 
In a Medical Laboratory/, (1^68) 
No Limit to Leartflilg (19&)* 
Thaf People Sh^ll Know 
The Challenge of Dentistry (1962) 
The Designer. (1962) ' 
The Road Ahead 

Yuu Call the Shot (196^) . / 



Encyclopedia' Brit^nica Occupational Films 
425 North Michigan Av^ 
Chicago, Illinois 606lllr' 

Applying for a Job*' 
' Choosing a Career 
Job Interview, 



/ 



\ 
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Eye Gate House • ~ _ ^ ' ; " : ■ 

146-01 Ardier Ave. : H 

Jamaica^ IT.Y. 11435 ' ; . , ' 

Film Strips V- Cassette - Cplor ~ ^ J 

The* Worlds of Work:- • Vbc. Opportfunities 
• The A.B.C-.i's joi Getting & Keejjing a Job 
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Film Fair Communications 

900 Ventura -Blvd. 
Studio City, California 91604 



Films - 16mm - Color ~ ' 

Making it in the World ^ Work 



Grfeat Plaint, Nat, Inst. T.V. Library 

Box 80669 ^ , * * 

Lincoln, Nebraska 68501 ^ • ' 

Career Guidance .. Great Plains National Instructional Television Library, 
Nebraska, 20 min. each. (Series of films on varidus occupations and 
families.) , ^ 



Lincoln, 

job ^ 



Guidance Associates of ^ 
Pleasantville 

Pleasantville, New York 10570 

Film Strips - Cassette - Color 
Trouble at Work 

Overview of Technical Education 

(Z parts) 
High Schools-Course Selection and 

Your'.Career (2 parts) 
Job ^J^erview 

What'' You Should Know. Before You 
Go to Work (2 parts) 
^ Job Attitudes; Why*ferk at All 

Job Hunting 

A Job That Goes SoTPe^lace 
People Who Make Things • 
If Xou're^Not Going to College 
On the Job : Four Trainees ' . 



People Who Create Art 
Liking Your. Job h Your' Life 
Why Work.at^All 
Your Future in Education ^ 
People Who* Work in Science 
People Who Help Others 
Careers in Engineering 
Four Who ^* Quit 

Dropping Out: Road to Nowhere 

Failure: ' A Step Towards Growth% 

Choosing Your Career 

Job Hunting: Where to Begin 

New Look at Home Economics Careers 



Lockheed Management Association^ 
- Audio Visual Productions 
Dept- 81-72 Bldg. 181 N 
•Sunnyvale, California 940186 

c . • - 

Do Your* Own "Thing- in the Mechanical Field 
People in. the Social Se3:viceS*w 
l^e Name of the Game Is Sales * 
What's Your Bag? (Use with SAAS) 



Nat Archives Service 
Nat, -Axijio Visual Center 
Dlst. Brapch 
Washlngt^Bj 20409 
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Films - 16mm - Colot ' ' ^ 

^Jobs for Health 
Jobs in the Automotive Trade 



Perennial Education Inc. 
1825 Willow Rd. 
North Field, 111. 60093 



FiDfis - 16mm - Color 



Lor ; / 
Du-r Choosing/ a 



lt]s Up to You-;^Choosiriju a Career 



Vocational Films i Inc. 
Ill Euclid Ave. . 
Parkridge, Illinois 6006jB 

D^ortmiity Everywhere 



IV. Vocational Guidance Kits 

BUSINESS CAREERS KIT . 

CAREER GAMES 

CAREER INFORMATION • 

pOMPULEARM SYSTEM; (K-12) 

FINNEY Gi/lDANCE UNITS- 

HEALqH CAREERS KIT 
r 

INDUSTRIAL CAREERS KIT 
JOB EXPERIENCE KIT V - • 

KRUMBOLTZ^ ^ / 

LARGO CAREER KIT 
SCIENCE CAPERS KIT 



7 ■» 



SCIENCE RESEARCH ASSOCIATES OCCUSCAN CASE AND CARDS 
SCIENCE RESEARCH/ASSOCIATES OCCUPATIONAL' EXPLORATION KIT 

U.S. DEPARTMENT OF LABOR, FINDING JOBS FOR NEGROES; A KIT OF IDEAS FO]^ MANAGE- 
MENT • . " - * > 



VARfiNHORST ^ , ' 

WIDENING OCCUPATIONAL ROLES KIT (SRA) 



V. . Associations - / 

The following associations are sources of information on spec(ific occupa- 
tions. In addition to these, the Departm^t of , Labor makes available informa- 
tion on various occupational categories. 



Accountants 



Actuaries 



Administrators, Hospital ! 



■■i 



American Institute of ^Certified )publlc Accountants 
666 Fifth Avenue 
^ New York 10019 

Casualty Actuarial/Soeiety 
200 East 42nd Street- * 
New. York ^ 10017 ^ 

American College of Hospital Administrators 
; 840 North- Lake, Shore Drive 
. - CHicago ' 60611 
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Advertising Workers 



Aerospace Technician 



Aerospace Engineers 



American Advertising Federation t 
655 Madison Avenue . | 

iTew York 10021 

f 

American Society for Engineering Education 

Technical Institute Council 

DuPont Circle Building 

1346 Connecticut Avenue N.W. 

Washington, D.C. 20036 ' , 

American Institute of Aeronautics and Astronautics 
1290 Avenue of the Americas 
Ne\;r York 10019 



Agricultural Engineers 



Air-Conditioning and 
Refrigeration Mechanics 

Air-^ondi^tipning, Heating 
and Refrigeration 
Technicians 



Airplane Pilots, 
Civil Aviation 



Arc Welders 



American Society of Agricultural Engineers 
420 Main Street 
St. Joseph, M ich^ 49085 



Refrigeration Service Engineers Society 
433 North 'Waller Avenue 
Chicago 6p,6j^4 

American Society for Engineering Education 

Technical Instittite Council- ^ 

DuPont Circle Building 

1346 Connecticut Avenue N.W. 

Washington, D.C. 20036 

.Internationar Air Line Pilots Association 
55th Street anji^icero Avenue 
Chicago 60638 

The American Welding Society 
345 East 47th Street 
New York' 10017 



Architects 



Art Related Occupations, 
Advertising Workers 



Printing (Graphic Arts) 



The American Institute of Architects 
1735 New York Avenue,. N.W/ 
Washington, D.C. 20036 

American Advertising Federation * 

655 Madison Avenue 

New York 10021 - ' 

Lithographers and Photoengravers International Union 
233 West 49th Street 
New York 10019"^ 



Atomic Energy Field 



U.S. Atomic Energy* Commission 
Washington, D«C. 



Attendants — Gasoline 
Service St4^on 



Attorneys* 



American Petroleum Institute 
Marketing Division 
1271 Avenue of the Americas^ 
New York 10020 

The American Bar Association 
1155 East 60th Street 
Chicago 60637 



Automobile Body Repairmen,^ Automotive Service Industry Association 

Mechanic^, Painters ^ 230 North Michigan Avenue . 

_f Chicago 60601 t" 

i National AutomoB'ile Dealers Association 

V, 2000 K Street N.W. ^ - 

. Washington, D.C. 2q006 



Automobile Salesmen 



Bakers 



Bank Clerks. & Tellers 



Barbers 



Bartender (restaurant)' 



. Beauticians 



Biological Oceanographers 



Biological Technicians 



American Bakers Association 
1700 Pennsylvania AVenue N.W. 



Washington, D.C. 20006' 

American Bankers Association 

Personnel Administration and Management i 

Developmenjt Committee 
.90 Parb Avenue 
New York 10016 

National Association of Barber Schools, Inc. 
750 Third Avenue 

Huntington,' W. Va. 25701 ^'.^ . ' 

Educational Director ^ ' ^ 

National Restaurant Association , 
^1530 Norths Lake Shore Drive 
Chicago 60610 ' 

National Association of Cosmetology Schools Inc. 
. 3839. White; Plains Road 
Bronx, N.Y. 10467 

American Society for Oceanography 
•906 C. and I. -Building ^ . 
Houston, Tex. ' 77002 ^ • 

American/Society for Engineering Education 
Technical Institute Council 
DuPont Circle Building , * 
1346 Connecticut Avenue N.W. ' * ' 

Washington, D.C. 20036 ■ - • 

i r 
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Biologists and Botanists 



Bulldozer Operator 



Cam^rajnen (Printing) , 
. ^^Lithographers 



'American Institute of Biological Sciences 
3900 Wisconsin Avenue N,W, 
Washington, D.C. 20016 

Aissociated General Contractors of America, Inc. 
1957 E ihveet N.W. , . 

Washing tori i D.C 20006 • / . 

Lithographers and l^hotoengravers International 

Union 
233 West 49th Street 
New York 10019 



Phot oeng rave rs 



Carpenters 



Chefs 



Chemical Engineers 



Chiropodists 



Chiropractors 



Choreographer ^ 



Civil Engineers 



Clinical Psychologists 



American Photoengravers Associatibn 
166 We;8t Van Buren- Street , 
Chicago 60604 j 4 

Associated General Contractors o^ America Inc. 
1957 E Street N.W. 
Washington, D.C. 20006 

Educational Director 
National Restaurant Association* 
153 North Lake Shore' Drive 
Chicago 60610 

American Institute of Chemical Engineers 
345 East^47th Street * ^ 
:New York 10017 ^ ^ ' 

American Podiatry Association 
3301 16th Street N.W. ' 
Washington, D.C. 20010 

American Chiropractic .Association 
American Building 
220 Grand Avenue 
De6 Moines, Iowa. 50306 

American Guild" of Musical Artists 
1841 'Broadway' 

New York 10023-: • ' " ' , < 

Aitteri can' Society of Civil Engineers 
- 345 East 47th. Street 
^Nigw^York 10017 

American Psychological Association 
1200 17th Street N.W. 
Washington, D.C. 20036 . ''^ 
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College & University 
Teachers 



College Librarians-' . 



Commercial Photography 



1 



Computer Operator 
* 



Conservation Occupations 

Construction Trades and 
• Contractors , Building 
Trades ^ - ^ 



, Copilots 



Counseling Psychologists 



Counselors 



Rehabilitation 

School 

Vodational 



U.S. Department of Health, Education & Welfare 
Office of Education 
Washington, D.^C. 20202 

American Library Associatipn 
50 East Huron Street- 
Chicago 60611 - 

Professional Photographers of America 

1090 Executive Way 

Oak Leaf Commons 

Des Plaines, 111. 60018 

Data Processing Management Association 

524 Busse Highway ^vi { 

Park Ridge, 111. 60068 

Forest Service \ * , 

TJ.S Department of ^ricult^iB. 
Washington, J>f^^, 20250 . \ [j^^^^ 

American Fede^^itlon d)f Labored . ^^^4^^ 
Congress' of iMustrtal Organizations 
Building- and Const riiction Trades Dept. 
815 I6'th Street N.wJ 
Washington, 'd.C. 21^06 

International Air Pilots Assn. 

"55th Street" 'and Cic^^ Avenue 
Chicago, IlllnoiTB«60^8 ' ' 

. I f • - ■ . ■ ■ 

American Psychologic© Association 
1200 l/th Street N.wK^ * ' 
Washington, D.C. .20^6 

American School Co^UMelor Association 
1605 New Han5)shireMvenue N,rW. * \ 

Washington, D^C. 20009 



Court Reporters 



Cytologists 



Daiiry Farmers 



United Businisss SdiK(ols, Association 
llOi 17th 'Street J 
Washington, D.C.T^2C(036 

American IhstituSe^f Biological Sciences 
3900 ' cWis^nsiij Aven^ .^N .W . ' 
Washington^ ci^.C; 2CK)\6 \ ^ 

U.S. Degar^ent of ^ripulture . v 

Washington; DiC. 2^50 , . ' 



Daitcers . ^ 



Decorators, Interior 



Dental Hygienists 



Dental Laboratory 
Technicians 



.Dentists 



^si^n Industrial 



American- GuiU a d^f Musical Artists 
1841 "Broadway. ^ 

New York 10023 ' r 

r' ' 



National Society of Interior Designers 
Suite 700 . 
\ 157 West 57th Stree*- * 
New York 10019 



American Dental Hygienists' Associatiqn 
211 East Chicago Avenue 
Chicago 60611 

i ' ' 

National Association of Certified 
^ Dental Laboratories, luc, 
1330 Massachusetts Avenue N.W. 
Washington, D.C. 20005 > ^ • ' 

American Dental Association 
Council on, Dental /Education 
211 East Chicago Avenue 
Chicagq . 60611 ^ * 

\: ^ 

National Asso'ciatifon df - Schools of Art 
50 Astor Place | . ' ' , 
New York 10003 - 



Detective, Police 



Dietitians^ 



International Association^f Chief of P8li 
1319 18th Street ^N.W. ' ^ 
Washington^ P.^C. > 20036 

The^ American TDietetic Assoc^tion 

•620 North Michigan' Avenue . 

Chicago . 60611 - ' 



Doctors 



Draftsmen 



D riy in g ; ' 0 c cup at i ons^ 



Druggists 



Council on Medical, Education ; ' 
American Madical Association 
535 North Dearborn Street - ' 
Chicago *60611 , ^ / - 

M " ^ , - 

American Institute for Design and Drafting 
South Adam^ Road . ^ 

Suipe 110 * , / 

Birmingham, Mich. 4^11 , 

, . . ' . ■ - 0 ' t • ' ^ ^ ' 

American Trucking Association 
*1616 P Street N.W. - ' ^\ 

Wiishington, D»C. 20036 V , > 

American Pnarmaceutical Association 
2215 Constitution Avenue N.W. 
Washington, D.C.' 2003^ ^ 



Economists 




Electric' 




Editors (Newspaper) 



American Economls Assocl^ktlon- 
Northwestern University ' V 
V 629 Noyes Strget ', '\ * 

A 'Evanston, Tlf. " 60201 

America Newspape:r|;%^E^iH^^ Assn, 
750- Th*lrd Avenue ^ ' 
New York 10017 



Power Industry & ^ International Brotherhood of Electrical! 'Workers 



Electricians, Construction 1200 15th Street N.W. 



Electronics-Computer 
^ ' Programmers 



Electronics Technicians 



Elementary & Secondary 
3 Scjiool Teachers " - 



Engineering Aids 



Engineers , Aerospace 



^ ^Washington, D.C. 20006 ' 

;^ ^ ^ ' ■ ■ 

Data -processing Management Association 
524 Biisse Highway 
Park,Jlidge, 111. 60068 

American Society 'for Engineering Ediic^on 

Technical Institute- Council ' \ 

DviPont Citcle Building 

1*346 Connecticut Avenue N.W. 

Washington, D.C. 20036* 

U.^". Department of Health, Education, 

and Welfare , 
Office ^bf Education ^ ^ 
^ Washington, D/C. 20202 

America^ Society for* Engineering Education 

Technical Institute Council 

DuPont Circle ^Building 

1346 Connecticut Avenue N.W. »' 

Wash^in^ton, D.C. 20036 

American Institute of Aeronautics 

and Astronautics, Inc. 
1290 Avenue of the Americas 
New York 10019 



ERJC 



Engineers, C ermmi c 



Engineers, Chemical 



Engineers., Mechanical 



National Institute of Ceramic Engineers 
4t)55 North Hlfth Street " r 
Columbus, OhioVi!f32l4 ' 

Americar^Instltute *df Chemical Engineers 
345 Ejist^^th Street. 



New York 10017 



American Institute -of Mechanical En'g'ineers 
345 East 47th Street , ^ " ' 



New York 10017 
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Engineers, ^lining 
Engineer's, Oceanographic 



V. 



*Ae^ts 



-F.ff^I. Special'^Agi 



Finishers, Printing' 
(Graphic Art«) 



Firemen 



' Fdjitesters,' 'forestry. Aidfe 



- Gasoline jSetvice Station 
Managers 




^ Geologists 
'^^^ , Highway Patlfc-olmen 
Home Economist's 



American^ Institute, of Mining, Metallurgical- 

and Petroleum Engineers 
345 East 47th Street ' \ ' ' - 

New* York .10017 • 

American 'Society 'for t)ceatibgraphy 
906^0;, ^ I. Building • . / — ^ 
, Houston, ^,Texas 7/002 ^ 

The Federal Bureau of Investigation 
U.S. Department of Justice. ^ * 
-^Washington,, D,C, 20535^' , ' ^ ^ 

.American Photoengravers Association 
166 West Van Buren Street 
Chicago 60604 / . 

Intetnational Association of Fire' Fighters , 
905 Sixte'6t\th Street N^W-^' ^ " j 
' Washington,- D,C. 20006 ^ 

Society of ^American Foresters 
1010 Sixteenth Street N,W, 
Washington, .D,C, 20036 , . 



American Petroleum Institute 
^ Marketing Division • 

[1271 Avenue, of the .Americas-. 

New York 10020 . ^ ^- 

American Geological Ihs,titute 
1444 N Street N.'W, ^' ^ 
Washington, D,C. 1^20005 x 



International' Association of Chief s of Police 
1319 Eighteenth Street* N.W, 



, Wasj^ington, D,C, 20036 

Future Homemakers of America 
U.S.. OffTcr~o% Educ a t ion 



Hoi^ticulturists 
. Hatel/Motel Administratip^i 



Washington, -.I^^C* 20202 
-I 

American Institute of Biological Sciences' 
3900 Wi^cons'in Avenue N,W, 
Washington, D,C. 204l5 ^ 



^* American Hotel & MoteT Association- 
'-'221 W'. 5.7th Street ' ^ 
• * New York - 10019 
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EIUC% 



Insurance 



Insurance Information Institute 
110 Willfem Street 
New York 10038 



Jewelers. and Jewelxy 
^< Repaixmen 



-Retail Jewelers of America, Inc. 
1025 Vermont Avenue N.W. 
Washington, D.C. 20005 



Laboratory Technicians,. 
Dent£(i. 



National Association of Certified Dental 

Laboratories , Inc. 
1330 Massachusetts Avenue N.W. 
Washington, D.C. 20005 



Laboratory Te^hniciap«, 
* Optical ^ 

•Landscapie Architects 



Layout JHeri , Adver tis ing 



-^Legal Secretaries 

/ . 



r 



American Optical Company 
Box 1 

Southbridge', Mass. 01551 

Ap^rican Society of Landscape Architects 
2000'^K Street. N.W. 
Washington, D.C. 20006 

American Advertising Federation 
655 Madison Avenue 
l^ew York 10021 

United Business Schools Association 
1101 Seventeenth^ Street N.W. 
Washington, D.C. 20036 



Librarians 



ibrariarfs, Medical Pecbrds 



American Library Association 
50 East Huron Street 
Chi^Qago. 60611.- 

The American Association of Medical Record^ 

LibraTrians ^ * » 
211 Eag,t Chicago. Avenue 
Chicago 60611 * , ' 



Lives tqck'Jarmers 



U.S. TDepart m ent of Agrirtil Mirp. 



:Washi.ngton, D.C. 202.50 



Loijg-haul Truckdrivers 
^Mai-ds,- Hotel' ^* 



American Tr^jcking Assoc^lation , 
' 1616 P Street N.W. 
• ^Washington, D.C. |20036 

American Hotel &j Motel Association 
- *221.'West 57th Stteet" 



.New York 10019 



' Managers,' Restaurant 
Mar'keting 

Marine -Biologist * 
Masons, Stone 

Mathematical Statisticians 
* Mechanics, 'Truck 
Mechanics ,~ Vendijig Machines 

7 
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' Medical Secretaries 
Medical Technologists 



Educational. Director 
National Restaurant Association 
-1530--Horth Lake Shore Drive 
Chicago 60610 

Ame^can Marketing Association 
27 ENnonroe Street 
^ Chicago^ 60603 

Americagn Society for Oceanography 
906 C. & I. Building = ' 

Houston, Texas 77002 

Bricklayers,' Masons, and Plasters' 

International: UniQn of America 
815 15th- Street N.W. 
Washington, D.C. 20005 

Ameridan S^tatistical, Association 
810 18th Street N.W^ J ^ C 

* Washington, i}%C. 20C,06 * ' ^ /; . ' 

American Trucking Association, ItiaV** ' 
1616 P Street^ N.W. ^ ^\ - t;^: 
Washington, D.C. '20036 



National Automatic IT^chandisingf Aaisfi.?* * 
.7 South Dearborn Street . ^ ^ 

Cl^icago 60603 ..." * 

United ^-Business Schools. Association 
1101 17th' Street' N.W. 
""Washington,^ D.C. 20036 ^ ' ' 

^American Society of Medical Technologists 
^ Suite 1600^ , ' • " 

Hermann Vrofassional Bldg. ^ . 
» Houston, Texas 77025 



Mental Hfealth t)ccupations- 
Psychologists 



Mi cr ob io lo g i s t s-. 
Newspaper Reporter 




American Psychological AssocialTLoTs 
' 1^200 17th Street N.W. 
Washington, D;^. 20036 

^American Instirtute of Biological Science 
3900 Wisconsin Avenue.- N.W. 
, Washington, D.C. 20016 

American Newspaper Publishers Assn. 
750 Third^Wnue • ■ 

New York. /IO.CQL?^ 
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Nuclear Physicists 



American- Institute of Physi'x>s_ 
335 East 45th^ Street 
New York 



Nurses 



ANA-NLN Nursing Careers Program 
American Nurses^ Association 
10 Columbus Circle ^ # 
New York 10019 



Occupational Therapists 



American Occupational Therapy Assn. 
251 Park Avenue §outh 
New York 10010 



Optometrists 



Pathologists 



Pathologists , Speech 



Pharmacologists, 



•Photographers 



Policemen & Policewomen 



American Optometric Association 
7.000 Chippewa Street 
"St, >LouisC Mo. • 63119 ' 

Americ;^ Institute of Biological Sciences 
3900* .Wiscoasih. Avenue N.W, 
Washington-, D.C. 20016 

American Speech and Hearing Association 
9030 Old Georgetown Road ^ 
Washington, D.C> 20014 

American Institute o^ Biological Science ^ 
3900 Wisdernsin Avenue N.W. 
Washington, D.€.' 20016 



Prolfessional Photographers* of America 
109u Executive Way 
Oak Leaf Commons 

Des Plaines, 111. 60018 ' % 



International Association of Chief s ^of. Police N; 
1319 18th Street N.W. v * 

Washington, D.C. ^OOSS 3 ■ VV- 



Probatioo _&_P.ar. 



Public Relations Workers 



olelOiflaexs liaiiQiiaLJJiJjmiis i 

2, Park Avenue • ''^^/^\'X 



New York 10016 



The Information Center V - ^i^.'. 

Public Relations Society of Americ'a, Inc. 
845 Third Avenue 'M"^ 
New York 10022 
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Public Stenographers 



Radiologic Technologists 



Real Estate Brokers 



Recreation Workers 



United Business Schools Association 
' 1101 17th Street N.W. 
Washington, D.C. 20036 

The American Society of Radiologic Technologists 
2600 Wayzata Blvd. 

Minneapolis, Minn. 5540^ " ^ 

• » 

National 'Association of Real Estate Boards 
36 S; Wabash Ave. 
y Chicago 60603 f 



National Recreation and Rark Association 
1700 Pennsylvania Avenue N.W.' 
Washington, D.C, .20006 



Shoe Repairmen 



Soil Conservationists 
& Soil Scientists 



Shoe Institute of America 
222 West Adatiis Street 
Chicago 60606 

U.S. Civil Servlb^ Commission 
Washington, D.C. 20415 



Sui;veyors 



Systems Analysts 



I American- Congress on Surveying and' Mapping 
Voo,dward Building 
Washington, D.C. 20005 

American Federation of Information ' 

Processing Societies 
211 East 43rd Str.eet 
New York 10017 



Telephone Industry 
Occupations 



Therapists^ Phy si cal 



Alliance of Independent Telephone Unions^ 
Room, 302 \ , . 

1422 Chestnut Street- 
Philadelphia, Pa. 'I9l02<s» 

American Physical Therapy Assoc iation- 

1740 Broadway . 

New York 10019 • ^ 



Underwr i ter s , Insurance 



Veterinarians 



Institute of Life Insurance 
277 Park Avenue ; . / 
New York 10017 



it 



American Veterinarjr Medical Aspociatijan 
600 South Michigan Avenue ^ 
Chicago .60605 . 



J. 
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Welders The American Welding Society 

• . 345 ^East 47th Street 

\ ' New York W)017 

Zoologists ' American Institute of Biological Sciences • 

3900 Wisconsin Avenue, N.W. 
J Washington, D.C. 20016 

VI. Tests 

Aptitude Tests for Occupations ; Measures' six aptitudes: , personal-social, 
mechanical, general sales, clerical routine, computational, scientific, cSli4* 
fornia Test Bureau. v 

Brainard Occupational Preference Inventory ; Gives six scores: commercial, 
mechanicals professional, esthetic, scientific, personal service (girls), agri- 
culture (boys). Psychological Corporation, 304 East 45th Street, New York, 
N.Y. 10017 

i 

Career Maturity Inventory; Attitudes and Competencies : California Test Bureau 
Del Monte Research Park, Monterey, Caft^rnia. ' 

Cottle, Wm. C : Interest and Tersonaltiy inventories: Houghton Mifflin,' 1968. 

Crite's, John 0., "Measurements of Vocational Maturity in Adolscence, I: "Atti- 
tude Test of the Vocational Development Inventory," Psychol. Mogr. 1965, No. 595. , 

Differential Aptitude Tests : Measures seven aptitudes: verbal reasoning, numer- 
ical aptitude, abstract reasoning,^ space relations, mechanical reasoning, clerical 
speed and accuracy, language usage. Time: 181 minute test; ^35-245 minute test 
and administration'. Psychological Corporation. 

Flanagan Aptitude Classification Tests : Measures nineteen aptitudes felt to 
relate directly to vocations: inspection, coding, memory, precision, assembly, 
scales, coordination, judgement and comprehension^ arithmetic, patterns, com- ^ 
ponents, tables, mechanics, expression, reasoning, ingenuity, vocabulary^ It 
planning and alertness. These aptitudes are then keyed to occupations. Time: 
258 minute test; 388 minute test and admins tr at ion. Science Research Associate.s^,^;4;^j 
Inc., 259 East Erie Street, Chicago, 111. ' 

Geist Picture Interest Inventory: Measures the following interests: > persua siv^, ' 
clerical, mechanical, musical, scientific, outdoor, literary, computational ^ ^ 
artistic, social service, dhramatic, personal service and motivation. ..Tii^ei:"* . , '^^^ 
40-65 minutes. Western Psychological Services*. ^ ' \ -^^U/* v'f^. 

General Aptitude Test Batter : Measures: dimensional space, speed, t\ir epr- ^ ' J^ . **. \i ' ^*'jt^W. 
dimensional space, arithmetic reasoning, vocabulary, mark making, form m^atoftr^lC-*/.,. <^^^^^^^ 
ing, pegborad, and *f inger dexterity. These aptitudes are then kj^yed ''C^Q^^t\.r ! '^^ -^^^^^ 
pations. Time: 51 minute test;^ 135 minute test and adminstration. ;Uiiite54^v^/ /^^^^^ 
States Government Printing Of fTde, Washington, D.C. *-r!iD2I0 -* r t ' 70^/%*^/' 'w^** M 



Gordon Occupational Check : An interest clreck li^t for high school s^tudents 
not planning t6 enter college! Covdcs five*a^ea&: business, outdoors, arts, 
technology? and gervices. Time:* 20-25 minuted tesjt and administration. Har- 
court. Brace and World, Inc., 75-7. Third Avenue, New York, N,Y. 10017 : 

Interest Check List : *A United States' Employment Services Check List related, 
to the b.A.T. Ke^ed to etghb wor'k.Ha'reds : artistic, musical, literary, enter- 
tainment, clerical and^sales, ^efyfc^V ^griculture-marine-f ores try and^mechanical, 
Time: 20 minute tesf and' ^mintisJtration. ^United States Government Printing 
Office, 'i . ' \ 



JOB-0 (Interest Inventory) Mortlva'tibnal :. jC)B-b Career Materials, ?• O: Box 4*, 
Belmont, CA 94010. 8, ' ^ . ; 

^atz: You: Today & Tomorrow, Princeton:" Cooperative Test Division ETS, 195^7; 

* Kuder General interest Survey-^Fotm E ; A^ revised form of the Kuder C, language 
up-dated and reading level *dfoppfed ^o 6th grade. A forced choice test provid- 
ing scores- in 10 areas: outdoor, mechanical, computational, scientific, per- 
suasive, artistic, literary , musical, social,' service and clerical. Time: 
45-^60 minut^ test and administration. Science Research Associates, Inc. 

I • * . 

Kuder' General Interest Survey--O(:cupational — Fory DP : A forced choice test 
with items similar to the other forms if Kude^ This test, however, priavides . 
.51 s.cores for specific occupations: famer, rarester, newspaper editor, etc. 
Time: 25-35 minute test and adpiinistratioft. Science Research Associates, Inc. 

Multiple Aptitude Tests^ Consists of foftr separate tests*which measure: 
scholastic potential and verbal comprehension (word meaning, paragraph meaning, 
, total), perceptive speed (l^ngu^ge us'ag6, routin^ clerical facility, total), 
numerical Reasoning (arithmetic^ reasoning, arithmetic computation, total),' ^ . 
*y ^patial visualization (applied scienpe ^and mechanics, 2-tisiraensional spatial 

^ /relations, 3rdimens^Lonal spatial relatiWs^' total) • Time ,CLn the same' order 
' / listed above) :. '42^52 minutes; 33-4^ minutes; 52-62 minutes, 50-65 minutes. 
/*'X}afli'f orjiia. Test Btii^Bau. ' * . ' " ^, 

Minnesota, VcykUona3g, Iht€yeg.t. iwentory i A force^d choipe test with ^ items 

'^',[:^^iM^^j^^ those -hot gding*pn't9 colleger , 

f Qt':speGiiEic/6^ccup 'baker,- food service manager,' 

^"^^^l;?*'" ;1 meqhanical, hea^lth services, offic 
-I' S^^(^]ic,:.^i.e^^^ sales-office, "clean hand^' 




X 




Picture Interest Inventory : Measures nine areas: interpersonal servi<:e,' 
natural, mechanical, business, esthetic » scientific, verbal, computational, 
time perspective. .Time: 30-40 minutes. California Test Bureau. 

SAAS (San Jose, Calif. 95110) Interests & Aptitudes : Dr. Stanley Ostrom, 
Assistant Director of Guidance^ Santa Clara County, California. 

Strong Vocational^ Interest Blank : A series of 300 items used to relate the 
interest of the testee to those of men in -54 occupations. The test is scored 
for each occupation: dentist, osrteopath, chemist, etc. A similar form is 
available for women, though the men's form is usable with college directed 
women. The women's form is scored for 30 occupations: librarian, social 
wor-ker, secretary, etc. Time: 30-60 minute test and administration. Psy- 
chological Corporation. 

VII.' Audio-Visual ' 

DuKane Reader — $250 (does not print) 
DuKane A-V^Ha±ic~$225 (runs film strips) 

PuKane Micrbmatic for cassettes, (Automatic sound film^stisdp projector.) 
For more information on these and pther JhiKane audio-visual systems^: 
^ ^ . DuKane Corp. ' ... 

-* ' , AuSiq-Visual Division 

> ; . ' 2900 DuKane ^Dr. 

St. Charles,' 111. 60174 

3M Executive Reader Printer — $365 

3M 400-C Reader Printer— ^1,580 • " , 

3M 4bOB Reader Printer— $1,265 , 
3M Copy Mite— $20*0 

3M Executive Reader Printer III — $600 , 

3M Overhead Projector — $175 ^ ' ♦ 

3M Tape Recorder— $50 ^ " • ' . 

3M Sound & Slide Proje^or-^$690 , 
Fairchild (71) Super 8Proj.— 395 * • - 

For more' information on this and other 3M audio-visual systems: 

. - . 3M Corp-. 



1 


Audior-VisWl Sales Division 
"St/ Paul,, Minn." * *■ . ^. " 


> 




Both tlie - DuKane Reader and the 3M Executive Reader Printer can.be used • 
with/^he Vital Information for Educational Work .(VIEW) program cards. 
For information -on the ^jvailability of VIEW in your area contact: 




« 


■ . Walter H. ,Cox ' '/ . 
. ^ Director ^ 
, Indiana Career Guidance Center ^ 

715 East Seventh Street 

Bloomington, Ind. 74401 
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Bell & Howell' 16nfe Autoload 1552 motion picture projector 
Beir ^ Howell aSnm Autoload Mlmstrip^Pro^f ctot^ . 
Bell &"Taowell Overhead Projector ^ ' • • ' 

' For more informati$)n on these and other Bell & Howell audio-visual systems: 

Bell & Howell 

AudicjpVisual Products Division 
i ' 7100 '^Mccormick Rd. x - 

i • • ^ Chicago, 111. 60645 




Dietzgen Reader - (V1EW)~$90 

For mor6 information on this and other Dietzgen audio-visual systems: 

6 ' ' 4 Applied Microfilm System 

15155 Stagg 05 
'\ 9 Vkn'Nuys, California 91405 



Singer Graf lex Auto Vance II— $129 • * 

For more information this and other Singer Graf lex' audio-visual syst^s: 

,/ 

Singer/SUE 

" / ' p . *Educ. & Training Prod. 

1345 Div^sey^ Parkway ' ^ 

Chicago, 111.' 60614 



^ : 



/ 



'erJc 



D-30, 



